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CHOICE development began in 1979 as a result of a study indicating
that, whereas migrant children and middle class youth had similarx
career asﬁ%ﬁ.gions in the early.grades, the career information,
self awarenesS and decision making skills available to migrant
children in the later primary school years were severely limited.
Although the development and overall design of the curriculum was
done w#ith migrant youth in mind, use of the curriculum has been by
migrant and non-migrant youth. Funding for the development and
production of the materials has come frem a varlety of sources
including CETA, the Career Incentive Act, and Migrant Section

l43. There would appear to be an overall need for the type of
information CHOICE provides on the part of both migrant and non-
migrant youth. Therefore at present the intended audience would

be all of our school age youth (including high school dropouts).

The CHCiCE curriculum is built on the three stramds of career
education: (1) self awareness, (2) job and role information, and

. (3) decision-making/goal attaining and is desigaed on two levels.

(The materials have been successfully used, howewver, in the upperx
primary and lower secondary in a ncon-absolute fashion crossing
over the indicated level boundaries.)

The first level, Basic CHOICE, is for students im grades K

. through 6. Each unit, B1l-B7, includes: (1) & pre~ post-test, (2)

a consumable student log, (3) a teacher log, and (4) a set of a
minimum of 20 activity folders,

The pre— post~tests for Bl-p4 are in picture format for the
student with an accompanying teacher administration guide which
irdi~ates the exact wording for each question.. The tests for BS-
B7 are in a written format with an accompanying teacher
administration guide which indicates directions and the exact
wording for each question should the teacher decide to read the
qgquestions to the students. Answer keys for all tests are available
and included with the basic set of CHOICE materials.

The consumable student log and accompanying teacher log contain
the Job and Role information for each unit; Each unit, Bl-p7,
contains information from two of the U.S. Department of Iabor
defined career clusters. Each log covers at least five s
occupations of careers from each of the two clusters. The
student log contains worksheets related to language arts skills
................... Wnrkaer storias in RB1l-B4 are
found in the teacher 20gs and designed to be read to the
students. Worker stories in B5~B7 are contained &n both the
student and teacher logs. The teacher logs contain all tks student
log pages in addition to the stories, for Hl-B4, and additional
suggested activities and career related vocabulaxy, for Ba-B7.
All the teacher logs contain suggested ‘answers to the student
exercises, but it is emphasized that any logical student answes
is to be accepted.

The accivity folders on each level are divided into three sets,
one for each vf ihe caiecr education strandss {l) selfi awareness,
(2) job and role information, ard (3) decision—-making/goal
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attaining., EBEach set of folders contains activities, stories,
poens, and game-type activities all designed to help the student
iearn about career education and himself or herself,

The Advanced level of CHOICE materials consists of three texts.
Again the organizational and developmental format was based on
the three strands of career education and the 15 career clusters.

The first of the three texts is OCCUPATIONAL RESOURCES, This is
the job and role information text. It contains 60 selections, four
from each of the 15 career clusters, written in story, cartoon,
interview, fact sheet, and poetry format. Each selection contains
information on the tasks, skillls, training and tools necessary to
the career or occupation as well uas the reading and mathematical
requirements for the job. Selection of the careers covered was
based on two factors. One, both entry level and advanced training
level jobs were chosen within each cluster. Two, actual
practicants of the job or occupation were interviewed as to

their tasks, skills, training and tools. Aftexr the selections
were written these same people were asked to review the stories
for accuracy. OCCUPATIOHNAL RESOURCES has been rewritten on both
the third and fifth grade reading levels as well as in the
original high school reading level. The information and technical
vocabulary has been maintained in the third and fifth grade
reading levels but other parts of the stories, cartoons and
interviews have been adapted to make reading easier.

The second text of the Advanced materials is CAREER NOTES. This
volume contains the self awareness and decision-making/goal
attaining information. It is designed to be used in individual
sections depending on the need of the student. Again various
formats have been used, including poetry, cartoon, and game
activitiss to provide interest for the students. The sections
included in CAREER NOTES are described in the Overview booklet.

The third text of the Advanced materials is MISSTON LNFORMATION.
MISSION INFORNATION is a manual designed to accompany work
¢exploration and experience programs. There are three sections;
they are designed to be used independently of each other. The
first is on interviewing a worker to obtain information about
his/her job or career. The second is a “"shadowing” guide to lead
students through a worker shadow experience. The third section is
a guide to a work experi.nce program. Each section leads the
student and teacher step by step through a discovery process. The
Sludent leatns where and Douw o acquire infovimalivin aid Low Lo
organize his/her self knowledge and job knowledge in order to
make effective decisions.

All of the Advanced materials are presently available in Spauish
as vell as in English. The Basic materials are in the process of
being prepared in Spanish. The Spanish editions are NOT direct
translations of the English, rather we have tried to produce a
parallel version which makes sense in Spanish.
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OCCUPATIONAL RESOURCES
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This saction of your workboek presents infbmticm abdut .ten
workers. Five of them work as part of the cousgncn AND HOMEMAXKING
CAREER CLUSTER. Five others work as part of the ENVIRONMENTAL
CONTROL CAREER CLUSTER. CAREER CLUSTER is simply a name for a group
of occﬁpationa that are alike in some way. Workaers from the
CONSUMER 7':2 HOMEMAKING cluster help to produce and improve food,
clothing, home furnishings, and care of family members. WNorkers
from the ENVIRONMENTAL CONTROL cluster help to protect land, water,
air, and healthy relationships among all living thimgs.

these clusters. Other CARBER CLUSTERS are:
AGRIBUSINESS
' BUSINESS AND OPFICE -

FINE.ARTS AND HUMANITIES
KEALTH AND SAFETY i Q
o, HOSPITALITY AND RECREATION
MANDFACTURING
MARINE SCIENCE
MARKETING AND DISTRISBUTION
(¢ PERSoNAL SEAVICES
PUDLIC SERVICES ")

>
#\\
TRANSPORTATION. Y

' The workers you observe in your community may fit into one of

Where do some workers that you've cbhgerved fit in?

_.—\)4 | ‘
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Maryanne:

Ms.

Potter:
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REAL ESTATE AGENT

' Good morning, Ms. ﬂbttsr.v Thanks for Sesing me todey.

You're welgoma, Maryamne. | enjoy {ntarviews, aspecially with
students. What would you like ta know today?

i'm just starting to find out about the real estate business.
Could you tell me what you do every day? .

| spend a lot of time driving around in my car by myself just
looking at houses and property. This way | get a pretty good idea
of whai neighborhoods are like. 1 have to stay on friendly terms
with people in the community. it's important that they know about
what | do. 1| also spend a lot of time especially during weekends
and evenings driving around with people (sometimes whole families)
who are interested In seeing hauses they might like to buy.

K1

R S

t .
How often do you sell property? Is It every day?

No. Somatimes i don't sell anything for weeks or months. Winter
Is a slow season. | can usually count on a lot of sales in spring.

In winter | do most of my looking around--in spring I'm really
prepared to show people what's avallable and to their V1iking.

{ didn't know e real estate agent did that much. You really
keep busy.

i sure do, but | only have to work at my own pace. |If | wanted to,
i could work part time or maybe just on weekends. My hours have
to be flexible because my clients can't always be free from 9-5.

| bet that the moive you work, the more money you make.

That's not true in my business. You see, | work on commission.

That means | get a certain percentage of the selllng price on all

the sales | make. For example, let's say | get 10% as my commisslon.
1f | sell one house for fifty thousand dollars, | make five thousand
dollars on the sale. 1If | sell two pleces of property for ten’



thousand dollars each, 1’1} make only two thousand dollars. Even
if it takes me fiva minutas to sell the® fifty thousard doliar
house, ! still wmake five thousand dollars. And if it takes me two
months to sell the two ten thousand dollar properties, '} stil}
make only two thousand dollars.

70,000
r_&uﬂ- v/0, 000 /_,_é.nm__
«xgo00 =/0 = . |o |50,000 — /120,000

20,000

January 4, 198/ fotal So00
Mamhf/f/:ril /98¢ fatal 2,000

Maryanne: There's houses and land everywhere you look. 1 bet you could do
this jeb any place in the whole coantry.

. That's not true. 3 can work only vhere houses and property are
being bought and sold. And some areas have so many real estate
agents that none of them are making much meney. Plus, the more
familiar agents are with the areas they work in, the better their

chances are of doing well.
Maryanne: . Could you tell me how you became a real estate agent?

Ms. Potter: | had to take a 60-hour training course at the local commmity
college because | needed to get my specia) license. This license
says that | can work as a real estate agent affiliated with a2 .

spegific agenay.

»

O
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Marvanne: Why is It so important to have a license?

M.. Potter: There are so many real estate laws and local zoning laws that real
estate agents have to kpow about. So, each state gives a licensing
exam. The pcople who pass can work for an agencv.

BEST CGPY AVAILABLE



Maryanne: How do you go about salling & piece of propertyl

Ms .

Maryanne: | see. When people want to buy groperty, youw can just tell them

Ms.

Potter: Well, herc's what 1 do. bwhen pevple call me to help them sell their
homes, | look over the property and advise them about the market
value of the property-—thst mgans how much money they can expect
to get. If they want 1o get more money, | tell them about things
they can do--like paint, puwt up a fence, or fix the roof--to make
their property worth more money. Tagether, we decide on the amount
of money %o try %o sell the property for. Then | advoriise--pyt
a picture of the house in the newspaper and in listing sheats.

= 20

vhera it Is and what it costs.

Potter: Yes. When people coma to me about buying property, | first have to
know' what kind of property they want and how much money they can
afford togay. Then | show them what's for sale.

Maryanne: Suppose ] want to buy a house that's not for sale. Would you help

Ms.,

Maryanne: Supposc | have $30,000 to sg

MS.

me talk to the owners? Maybe we could convince them to sell it.

Potter: Sure weuld. That's part of my job, too.

nd on a house and the owner wants
Sh0,000. What happens then? ‘

Potter: 1'd help you bargain with the owner. 1f you agree on a price, |
help reAd and interpret legal documents like contracts, purchase

agreements, loan applicat ions.

11
BEST Co7Y AVAILABLE
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Maryanne: wWhat tools do you use thﬁ mos 4

Ms. Potter: Well. @ car is the mast Isportent tdo!l for me. | also need legal
documents like | manbioned Just now--and | always make sure 1 have
a pen handy. Besides those, i rely on “the telephone a lot,
“For Sale® and "'Sold” signs, and the newspaper. Sowetimes |
ever. nged 8 Camere. "

R
Maryanne: \hy a cameral \

Ms. Potter: Mell, | taka thepictures for the ads in the newspapers and listing
sheets. A picture, you know, is warth a thousand words.

Ms. Potter: Keep my ayes Sad ears open. Know who might be moving, keep up
with what's going on by reading the newspaper, attend town and
county zoning meesings. )

-

alc agent, what
igh sghool?

Maryanne:  wWell, 17 i wan intErESled 10 LECGIRINY & iCarl €3
’l

3
=2 rr

wouid be heipful for me o do, nuw, while

Ms. Potter: |'d say, laarm all the business skills you can:  typing, hack-
keeping, and the use of office machinery. Of course, in college,
you should take courses in law, contracts, and insurance. Actuaily,
there are even correspondence courses available by mail that can
teach a lot of what you need to know. But if you don't enjoy

. Maryanne: What eise do you have to know, or have to be good at doing!

12 pEsT GO RVATABLE
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Maryanne:

Ms,. Potter:

Maryanne:

people, and you don't have the ghysical energy to get out and look
around and become 4 gart of your commmity, chances for tuccess
are low.

Thanks, that certeinly gives o 3 w idea of what's impariant
at this job.

I'm gled | could be helpful. Good bys, now.
Good bye, and thanks agatn.- .

13
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EXECYUTIVE

Sgtema 11 |
' My name. iz Corinng and | work at the Four Star Hotgl. "1 am an executive
housekesper. As supervisor of the housekeeping department at the hotel, {&'s
my job to make sure that others carry out their housekeeping tasks. | hire,
l train, and schedule the fnlks that do cleaning, laundry, and mainten-pce tasks
at the Star.

| kesp records of when these hotel employees cone and go and of all that
they do each day. Besides all this, | inspect rooms to make sure that they are
in order and well maintain:aé. Actually, | sometimes even lesign rooms so that
+ they are most attractive afd efficient. Then, | decide on furniture and access-
. gories. That makes me feel like an interior decorator. | alsp use inventory and
/order ‘orms to keep a close track of all sugplies that are bought and
That's way stock inventory. v

—— .

used.

| wo Josely with the hotel manager becase | mus{ report repalrs that
are needesd. 1 aluo order supplies, and even furnishings for the hotel. Since
the houschkeeping department has its own budget, amd t'm ia charge of keeping
financial records, | st consult with the manager about vpending large amounts
of hoisckeeping’'s money allowance.

- 15 SR , e
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What does it take to do my job? Well, since | tall people what to do and
how to do it, l've got to know hotel inside and out, and 1've got to be
pleasant to work for. That way, the people | Supervise feel good about working
hard. | don't get pushy when | teli peoole what must ba done, but lim always
firm. | alse use my ability to find out about people when | interview folks for
jobs. 1 gat them to talk about what they're like, what's important to them,
and how they like to work. Besides thal, why, | need a good head on wmy sheulders
for things like math because, when \ order materials 1've got to get the best
buys for the Star, and a lot of money is entrusted to me in the budget. Finally,
I've got to be consclentious because | work independently and never need anyome
standing over me to make suve | do a Job. 1 always do my best.

The tmols } use for my work a floorplan of The hotal, adll
time card and job Schedule, the gemeral holel task list, and a handy clipboard
so that | can tahmah day about what | see and hear. | use. a talephone:
to talk with people in different parts of the hotel, to arvange interviews, to
take calls from employees who call in 3ick, and to Speak with equipment and
gouds suppliers to check out priges. Of course, with all the scheduling 1 do,
| need a few good calendars, and on days when we're short a few housekeepers,
or when | train a new housekeeper, | work like everyone eise in my department,
with industrial vacuums, cleansers, meps, and other cleaning stuff.




¢
S L AN

I was a housekeeper for many yeoxs before | decided | wanted to use more £
of my skiils and get paid for using them. | sent away for a mall order course
to learn to be an executive howsekesper and it tosk just a few woaths to earn
my '‘degree.' {'m proud to say that as |'m a member of th: Nagtional Executive
Housekeepers Association, 1'm @specially qualified. 1| took an B0-hour extra
course offered by the Association, and | passed with flying colors. | learned
a lot of things that help me be more effictent at work. Other people take
courses at comminity colleges, and some others just work so hard as house-
keepers that they are promoted to the executive level.

Besides that, because different hotels need to be run differently, some
hotels cven fly their new executive housekeepers to special training conferences.

That way, they learn the standard way of running the housekeeping department
at that type of hotel.

—

L -~

Executive Hougekesper is an important job, and If it's mot done right,
the whole hotel suffers, including guests. | enjoy what | do, and I see the
results of my good work when clients come back to the Four Star Hotel, and
when they compliment the hotel manager about the clean, ordarly way we keep
things here. And 1'J1 tell you something else. Ewen {f avery hotel In the
world closed tomorrow, | could probably get a job as an Executive Housekeeper
at a hospital, college, dcpartment store, office building, or industrial plant.
Without us Executive Housekeepers, the world would be a messier place to live
in. VYessiree!

17 BEST COPY AVAWLABLE






REFRIGERATION AND AIR CONDITIONING MECHANIC
SKILLS AND TASKS

Follows blueprints and design Speciticabions
to install and repaic motors, evaporators,
and other components for refrigerators,
freezers, and air coudjtioners.

Connects duct work, refrigerant line,
and other piping to electrical power
source (may weld or solder).

Charges equipment with refrigerant.

Adjusts balance of air distribution and
air pressure.

installs electrical circuits,
Insulates components.
inspects, cleans, tubricates, changes filte
and checks camporant fer lu‘a 8s part of
maintenance duty. .

Manua! dexterity apd orderly thinking
are important.

TOOLS AND EQUIPMENT

Cooling units which cohsist of a compressor, S
condenser, matecing device, evaparador, :ﬂﬁ‘,‘='l’f“~
connecting tubes, startimg relay, thermostat, bty
fan motor, filter, exhaust fan allow ‘ l":*'*:“::
refrigerators or air conditienars to . )
lower the temperature. o8 VR L

The rmometer--measures tempefature.
Refrigerant leak detector--fiads leaks.

Ammeter or voltmeter--locates equipment
breakdown by messuring electric current.

small hand tools such as screwdrivers,
wrenches, etc.

19 BEST COPY AVAILABLE
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REFRIGERATION AND AIR CONDITIONING MECNANIC
TRAINING

Vocat.onal school coursas in drafting,
refrigeration and alr conditioning repair,
ar h.ﬂ“'n

Courses in heating and refrigeration
theory and practice at colleges or voca-~
tional schools.

On-the-job " ~aining.
Periodlc service clinics or factory schools

are part of ongoling training while
e 1nved.

WORK PLACES AND CONDITIONS

Indoors at manufacturing plants, refrigerated
trucks, planes, ships, rallway cars,
warehouses and terminails, stores, homes.

supervision.

Usually werks ragular hours during the day
but may pe called for emergenclies at ali

houirs.

AREHOUSE | -

-_‘_-_-—-.n—.

' No office confinement, and often no direct

et S—
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HOTEL 00K

I prepare and cook food for folk in larye quantities.

After ten yeras of emperience, | do it with ease.

Though !'ve always worked in kitchens, ghey've never looked the saw:
Restaurants, cafeterias. or food serving chalns,

For hospitals, or any institution you can name.

{'ve even fixed high-flying food for people in airplanes.

A galley cook works in a ship, far out at sea,

wherever people gather, they must eat, and so, need me.

Well, there are plenty of ways to lqprn to cook up a storn,

Experlence was my way, though it takes a little long.

{n high school, | worked making heros and spreads.

Next year as cook's assistant, | earned a little more bread.

Then at & hamburger jaint, | kept my grill'clean,

But spent a lot of tim; the first few months, sifting French fries
through a screen. -

| learned to make quick dinners, good chow with no frills,

That led me to a better job, a resort in the hills.

That's where | learned to do some tancy baking.

And you know, cooking for one hundred, there's no way of faking.
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HOTEL. COOK

You've got to ba qulck and you've got to be good.

You must measure rcal well, and have a knack with food.
1 follow directions and keep my workspace clean,

Board of Health inspectors can get picky, It seems.

{ multiply my recipes for banquets or a party,

| need my math when mouths are many and &ppetites are hearty.

Some to0ls of my trade may be familiar Yo you.

| use forks, spatulds, ladles, pastayy blenders, and spoons.

I use special‘French knives with big blades for dicing,

Nicro*wék ovens, and machines that do slicing,

Strainers, wire whisks, mixers for batters,

| measure with apoons and cups and scales, and arfange food on platters.
Believe it or not) it's especially new,

The way mashed potatos are coming Lo you.

You push a button, they plop from a slot,

Made of powder and water, homemade they're not.

L Ral ol AL S &
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HGieL LO0K

I prepare soups and gravizs before each night beyars.
| contact food wholesalers to get the biggest bargains.
My work is often under pressure, | can really feel the heat.

And waiters can get snappy from long hours orn their feet.
s )

/ ‘
N |

Gl

Cad

Concned

tf t were chef, 1'd plan menus, and specialize in baking,

And supervise the other cooks and taste what they were making.
Although experienc: is one way to learn, as |'ve already sald,
There are quicker ways to help ambitious cooks to get ahead.

Some two-year college courses can help you learn the trade,

But a culinary college is where a chef is made.
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ECOLOGIST

Roving Reporter: Hello, Ms. Perez. {'m Roy Jones, reporter for Roving Times.

You are the first ecologist l've had the chance to talk to.
Ms. Perez: Hello, Roy. Good to meet you.
Roving Reporter: FfFrom what |'ve read, | think of an ecologist as someone who
fights pollution. Is that really what you do?
Ms. Perez: Well, that's part of what 1 do. 1 also study radiation, and

anything else that threatens life. But, that's not all. Since

(that's plant and animal life, including human beings}, and
between urganisms and their environment, 1've got to Study
the biosphere (that's living things) and the non-living things

LY
that make up envirofmant--weather, minerals, streams, marshes,

l my main job is to study the relationships among organisms

Roving Reporter: Who do you do all this work for?

decide on the best places to put their underground cables.

Roving Reporter: How do you go about helping them? What are your job tasks, the

things you do when you take on a project?

' Ms. Perez: Well, !'m working now for Convenient Telephone, ro help them
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: HExuﬁi&gz: First, | must hlkL around and get to kncw an area well. Then

| take samples of plant and animal life to find out how their

environments affect them. Often | compare difterent envirunments;

observing and measuring the differences in them and fiquring

‘

out the causes for the differences in amounts and types of water,

+*

Iighf. and soll.

1

Roving Reporter: Wh ill you do with all that information?

Ms. Perez: %35 R hrnte a spcu:alwreport called an “Envurunmentat impact
,Study." it will take months to prepare and will describe the
effects of‘the cables . on the enviroﬁment and biosphere. The

° study will also give Convenient Telephone advice about the
most ecological way to go about laying their.unde;ground
cables. Of course, animals will (ose their ;omes, ﬁree roots
will be damaged, the courses of streams may be altered-—nat

to mention the effects on rock formations, plants, and all

‘the wildljfe that dependston a stable environment.




! lI Roving Reporter: It;s amazing how just diqging a trench can affect thc.whole
l environment and living things there.
- Ms. Perez: Yes, it Is amaziné. Roy, 1'd 1lke you to meet my friend and
colleague, Mr. Rosgi, who is warking on an Environmental Inpact
Study to determine the effects of a nuclear power plant's
cooling system on the fish In the nearby bay.
Roving Reporter: HI, Mr. Rossi, Are those your tools on.the shelf?
Mr. Rossi: Yes, they are.
Roving Reporter: MWhat ure thcse nets and bags for?

Mr. Rossi: well, right now, Roy, my work is to collect samples of.plant
life in the bay with these collecting bags. This is a plankton
sample net, and this sweep net here isAwhat | use for collecting
Insects. Since insects, plankton, and other plant life In the

i ba§ are food for the fish, | have to study them too. This

sein net is what | pull behind a boat to crowd the fish together.

/

Roving Reporter: What do you use .hese ather tools for?

Mr. RoOSsi: Well, | use this nansen bottle to collect w;ter at differeqt
depths. | get samples of the bay bottom with this dredge scoop.‘.

And look at this disc. When | lower it into the water gntil !

can't see it any more, it helps me measure the muddiness, or

turbidity, of the water.

-
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Roving Reporter: So.you two voth work fbr uwtility companies, huh?

Ms. Perez: Yes, but there are plenty of different kinds of work places for
a qualified ecologist. Nurseries, history museums, zoos, and
aquariums are a few. Some ecologists work for toxicology labs.
They measure the effects of toxlﬁs or polsgns on living things.

Other ecologlists work in colleges as teachers. Sometimes

people who want to buiid homes consult us to find . al
] (FTH
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Roving Reporter: Your-work sounds challenging. What kind of training does it taks
to become an ecologist? |

Ms. Perez: Well, training In biology and chemistry is heloful, so success
in high school science in important. High school science
courses can teach you how to use laboratory equipment, and
to do experiments using the s .ieatific method. That's just
an orderly way to arrange observations and hypotheses. Belng
a full-fledged ecologist usually requires about six years of
coliege, the time it takes to earn a Master's degree.

Roving Reporter: How much time do you spend here in this office?

Ms. Perez: Well, frankly, | prefer to spend as much time in the field
or in the lab as possible, but this is where | check up on

reference bhook informatidc, like environmental and zoning laws.




I also keep a lot of maps and charts here, and my llbrary

of plant and animal specics key baoks. (These soil and water

whole days here, though, researching and drawing up diagrams.

{ also write the Envimpmntal impact Studies here.

l testing chemicals should be in the Lab). Sometimes | spend

| -

Roving Reporter: Are thu«ez tools you ajso use on the {ob'f {

Ms. Perez: Yes. ln the field we carry bmoculars and a c.alﬁera. tape
measures, calipers, a light meter, and metal stakes that mark
of f the plot we are studying. This rain gauge is too large

to carry around, but It is useful when we measure the amount

=

tree and tells us the tree's age.

{9}
V4

Roving Reporter: An ecologist has to know an awful lot. You've got to be a

' of: rainfall in an area. This Increment corer bores into a
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scientist and a writer at the same time. You went to college
for sia yeary and yuu know how to use all kinds of equipment.
About how much money do you makc?

Ms. Perez: Oh, an ecologist makes about 13 to 16 thousand dollars a year.

Roving Keparter: That sounds like a lot. |Is there a chance that you can advance
in your field?

Ms. Perez: Well, if | studied more and earned a PhD, 1'd earn more money.

With a PhD | might also be able to supervise other life

scientists in research projects, or | might go for a teaching
post at a college. But fof'r!ght now, |'m content with what

{ learn in the office. lab, and field.

Roving Reporter:‘ What are your working hours now?

Ms. Perez: Most days, 9 to 5. But If I'm involved In a lab project, |
stay as late as It takes to complete my work, maybe 7 or 8 PN.
Actually, 1've even stayed overnight in the field a few times
when working on a special field investigation.

Roving Reporter: It certainly sounds as though you enjoy your work.

Ms. Perez: Yes, though it's taken me years of study, | love studying
nature and | try to keep humans aware of nature's balance.

Roving Reporter: Thank you very much for this interview. 1've learned a lot.

Ms. Perez: Any time. Thank you.
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. SURVEYCR
l' THE LAY OF THD LANG

My name i5 Radl and 1'm a surveyor for the Midlow Land Survey Company.
My job is to measure and record iand areas, elevations, and contours accurately.
Besides having physical endurance, a good surveyor must take the trouble to be
precise, not only in measuring, but in drawing maps of th: measured areas.
That means plotting areas to scale. This sort of work Is done carefully in

. an office, after the outdoors work is done. 'I._b

)

. Measuring land accurately and locating land boundaries helps solve legal
ii problems and disagreements. Farl of ny office job if to prepare l=gal descrip-

tions of the land we measure for leases or will disputes. Of course, a survey
team Is an Important and basic part of any construction plan so we're often
contracted to measure possible construction sites In detall. Besides *h's,

we often do the preparatory'kork for mapmakers or cartographers..

You know, when | was in high school, | just wanted a surmer job out of
doors. « I started out clearing brush from the survey or measuring line, and
also pounded the temporary markers, called range poles, into the ground. |
loved being outdoors, but | also realized that 1 enjoyed working with a crew,
and that there was a lot more to survey work than just being outside, pounding
in stakes and measuring straight lines and angles. During that first sunmer,
the crew leader, Alfonso, needed to take some aerial otographs of a large
plot in order to lotate different land features. From hundreds of, feet in the

air, Al explained to me about the land

and about some land features like drumlins . _
and gullies, and anticlines. fFrom then { L ‘
on, | took a real laterest in the fleld

of surveying and decided to stick with werd

it and get my degree. Yes, a degree!!
| had taken a drafting course at
' vocational school so | knew about
. precise measuring and drawing to
@ scale. My big problem was that |
',,_4 had to plug through algebra and

geometry before getting into the
college program i'd chosen. Though W
my partner, Teresa, is a good surveyor ’

after a two year training course at.community college, 1'm glad | chose the ‘
four year pragram. | feel 1'm better prepared to deal with more types of jobs,
and though now 1 specialize in land surveys, | know that | could enter the

fields of highway, mining, pipeline, and even hydro{water)graphic surveying

without too much trouble.
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it's important to -ay that even though Teresa and | are qualified, and
have been well educated for the job, we no to special yearly conferences
bacause we want to keep up with the latest methods and equipment.

\<:E;:“"'ﬁ~$pr!e that don't care about this sort of thing are using outdated tocls.

Surveyors used to use chalns, and some companles are still using steel tapes
that run along the ground. Now, though, we mostly use a special prism that
sits on a tripod holder. Then a plumb bob is set up at t other end of the
distance to be measured. The plumb bob has a pointed tlzX:nd points to a
precise spot. Light passes through the prism, and the amgqunt of time It
takes (thousandths of a second) for the light to reach the spot below the
plumb bob is measured or calibrated by a special computer. That's hcw @2
measure distance. Amazing, huh? We measure angles with an instrument called
a theodolite (accent on the od), a kind of transit.

(.

A TRANSVT
1AEODOLITE

Of course we use ma‘Z;:f ueS' as sketch pads and pencils, lignt tables,

and drafting compases and rulers for the office.

Work as a surveyor is rewarding, and !'m glad | stuck with it. Surveyors
II are hired by government agencies, construction companies, architectural firms,
railroad, mining, coal, and utility compani«:s, ard civil engineering offices.
With my skills, 1'11 always have work: Work tnat's varied, Interesting, and
ll challenging. Best of all, (']} be working with a team of people who work
together to do a job right, and who enjoy doing what they do.

N )
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HORT:CHL,JRIST
SKILLS AND TASKS
improves plant culture to make plants
more attractive, more productive, or
of better quallty.
Helps Improve food value or pest resistgnce
. of food plants such as frult and nut tfees, "
and vegetables for people or 1ivestock.

Researches and experiments with plant
breeding, storing, and processing.

Studles plant diseases and parasltes,
and the effects of chemical fertlilizers
and pesticldes.

Educates farmers how to grow better crop

Supervises nurseries and greenhouses,.

Love for plants and good eyesight are
Important.

TOOLS AND EQU!PMENT //

Special soll mixtures--provides varied
growing environment.

e

Soll sterilizer--removes all bacterla
from soil.

Brushes for poilen grains--cross pollinate
plants.

Insecticides--kills Insects.
Scales--measure weight.
Microscope--magnifles tiny specimans.

Lt

Chromatogyraph--measures insecticide In
plants.

Chromatograph —




HORT! CULTURIST

TRAINING

Two~year community college horticulture
programs.

High school sclence courses and experience
in greenhouses are helpful.

8. S. in biology or chemistry.

WORK PLACES

Greenhouses.

Farms and forests. *

indocr and outdoor laborataries for col leges,
government and Industry (including seed
companies, food processing plants, nurseries,
pesticide companies).

e
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EXTERMINATOR or

PEST CONTHOL ROUTEWORKER

My job is to frec all kinds of places from pests.

| send termltes, rats, fleas, and roaches to their final rest.
| tell folks how to correct the conditlons that attract

The ggilty rodents or bugs. | make iife awéul for rats.
éomi;;mes it means eliminating wetness, rot or cold.

i po!gi out to people that they should paint uooq that is old.
| bulld ditches around bulldings where the polsons can go. .

Inis hills *he pects or keeps them from their food supply, you know.

The skill that's most |
ts reading directions and following accurately.

These chemicals are very strong and i1f measured or mixed wrong,
They might kill much more than rats.

They could bore right through your hats

And your rubber welcome mats.

So each label is my Instruction chart. .

| read 1t twice before | start.

40



- .1

/ ’ EXTERMINATOR or
PEST CONTROL ROUTEWORKER

‘.’

AN
{ wear a respirator, a type of safety mask
Before spraying or dusting powder or fogging with gas.
I must check to see if chemicals are safe where | spray...

_ Some types of pets, the fouds you eat, must not be in the way.
There are two kinds of sprayers, a large, and a Smahw portable.
A special pump builds pressure, and the nozzles make’'m squirtable.

| use dusting bulbs for powder, polson bait, and sticky traps. -

The fogger's called a Microjen. A choize of methods | never lack.

A vehicle's important to b y Wo¥s. . \\ '
. i“x' ! “x\ )

Sometimes | make six stops a day, but 'm re&‘ia‘urants or schools,

i may need tq do my work at night.when nobody ‘is there.

F
The idea of buge in eating places, might give folks a scare.

e,




EXTERMINATOR or

PEST CONTROL ROUTEWORKER *

You need a license for this type of work, must take a special test.
Reading and experience will help you do your best.

t find car?entry courses helpful, and general construction.

{ recagnize many types of wood, and mix concrete, need no instructions.
in high school, there's a chance to leamn chemistry and math

For mixing things in good proportion, to give a bug its final bath.

We kill rats, roaches, termites, carpenter ants and fleas.
By kiiling rodents and their parasites, we cut down on disease.
Pon't let carpenter ants or termites eat your homes for lang.

i can help most everyone to keep their buildings strong.
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inez:

Marco:

inezx:

Marco:

Inez:

Marco:

inez:

Marro:

L3

INTERVIEW WITH SCULPTOR WHO USES WELDED METAL TECHNIQUE
Hello, Mr. Marco. I'm Inez from the Clity Middle School.
Come In, inez. You're right on time. 1| like that.

Is this your studio? (t's nothing like what | expected. It looks
like my father's garage but has more windows. My father's a
mechanic. R

Then your father's work place must be flreproof, too. For me, it's
very Important that the place | work In be as flreproof as possible.
| covered the old wood floor in here with metal sheets. And with
cinderblock walls and an asbestos celling, | don't worry about wy
studio catching on fire. a fire extingulsher, some sand,
and water handy by my ding table, which has a steel frame and

a fire~brick top. Al1l the windows are for good ventilation. Some

metals give off toxic f,mes when they're welded. Sometimes I use
a gas mask.

| dldn't-knou welding was so dangerous. .

it's not dangerous If you know what you're doing, and the first -
thing you have to know about welding Is that sparks can fly and
start a fire. 1| keep flanmable things at least 30 feat away from
the welding area and make sure |'m wearing the appropriate protec-
tive clothing. )

A e, _atndd

Is this space helmet part of your protective clothing?

Vas. i1t's s 'weldar'e helmat. The face shield Is made of a special
maicrial thai Tilters out the harmful rays when i‘m arc weiding.
Asbestos leggings and asbestos gloves also lelp protect my body
from sparks and harmful rays. | always wear these boots with steel
toes, too. If a heavy plece of metal falls on my foot while I'm
working, i'm proiecied. And | make sure any other clothing § wear
has no cuffs or loose folds. When !'m flame welding, | use these
goggles and leather gloves and a leather apron. 1| always wear long
sleeves, too. .
45
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inez:

Marco:

Marco:

Marco:

it sounds 1lke you have to pay more attention to welding than
sculpting.

No, you have to pay attention to both to do a good job. | used to
work full-time as a welder--learned the trade In vocational schooi
when | was still a high school student. For years | worked In
industry. | enjoyed welding, so it was easy for me to become very
good at it, with lots of practice and interest. But |'ve always
been fascinated by metal, ever since | was a kid. 1 llke the feel
of It and the permanence of It. My father worked in a scrap metal
vard, and 1 used to go there with him whenever he'd let me tag along.
He'd let me play around there. 1'd sing to myself while | stacked

. small pleces up and made different designs and structures. | guess

that was my first “training' as a sculptor. ™
Is that when you declded to become a sculptor?

No. | didn't even know what a sculptor was. | was just having a
good time. In fact," | didn't think about belng.a sculptor until
| was already making welded matal sculptor. (It happened llke this:
| learned oy welding trade so well and enjoyed 1t so much that !
opaned my own repalr shop. When business was.slow, | ‘played' with
metal scraps | had lying around In tha shop, just llke 1 did at the
scrap ietal yard my father worked in. Only this time, | added my
welding skills to my designs and structures. { got so | wanted to
play' all the time, but | knew | needed to know more about the
technliques of sculpting. | took courses at night In an art school-- ~
studied drawing and design, and then took a studio course in welded
metal sculpture. | learned some Important steps in making a plece
of sculpture. 1 made a lot of pleces before ! =cld my flrst plece.
Then | started calling my work place a studio.

is makinga pliece of sculptur® | what you dlid when you worked

in Industry?

Mostly, no. It's very different. 1| have few rastrictions or

restraints on what | do. §i'm Tree to experiment as wuch as i want
to with all different kinds of metals: lron, steel, alloys of all
kinds, copper, brass, bronze, aluminum, gold, lead, nickel, palladium,
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lnez:

Marco:

-pewter, platinum, silver, tin, zlnc. 1've worked with all of them,

though mostly | use what's available at junk and scrap yards. |
experimant with different types of welds, too: Inside comer, outside
corner, butt, vertical, lap, ovarhead. | can try whatever type of
weld | want on whatever metal | want. If |'m satisflied with the
results, then what 1've done Is right. In Industry, | was always
told what to do and how to do ft: "use this kind of weld on this
kind of metal." It's isportant and right In Industry, when millions
of peoples’ lives might depend on one's work. But | like to try new
things, even though they don't always work.

s

_ LapWeld

Weld

Ouleide Corner Weld .

Tell me what you do when you make a plece of sculpture.

First, | make drawings, or designs, of what | want it to look llke--
from the left side, the right slide, back, front, top, depending on .
what | intend to make. Then | make a small model. { test the metal
! want to use to make sure (t'1] hold up the way | want It to.

Then | test out different types of welds. Once 1'm satisfled with
my model, | plan what tools 1'1] need for my finished plece and
make sure they're In good working order. If | plan to use extra
thick metal, or hcavy plate or structural steel, | prepare my arc
welding equipment. For thinner metals | will flame weld. For each
method 1 use different equipment. If my oxygen cylinder leaked, the
gas would burn anyth!ng It touched, and the cylinder would blast off
like a rocket. Rockets are for Cape Kennedy--| don’t want any In
my shop. 1'm always checking my equipment for leaks.
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Iner:

Marco:

lnez:

Marco:

P you ever gat tired of having to be so safety-conscious all
the time?

No. (It's all habit with me. Once it's done, my mind Is free to
concentrate on the tasks at hand. | cut, bend, and weld the metal
according to my dasign, but always leave myself the option of making
changes in my plan. 1| use hacksaws, bolt croppers, plliers, electric
drills, votary wire and bristle brushes, vice grips, and anvil and
ball pean hammars to forge metal Into the shapes and forms that
express my Ideas. And something speclal happens to me every time
I'm working on a plece of sgulpture. It's llke my tools and | are
working togethar. Sometimes they_seem to gulde me.

Now you're successful and famous. Have you learned all you need
to know?

Well, 1'm good at what | do, and | make good money. Somstimes | sell
a lot, and sometimes { sell hardly anything. There's a lot of luck
Involved. But there's stil] a lot | want to learn. ('m taking a
course In onatomy now. The siore ! understand aboutl how and why the
human body works, the more my sculpture will show 1ife. I'm also
taking a course In metal finlshing. 1'm learning more about how to
use acids that "rust' metal, and about metal sealers that stop and
preserve the smount of "“rust" | want on my plece of sculpture. |
plan to take a course next fall In new speclalized welding techniques.
Knowing about different ways to do things Is my most Important tool.




’ . N
|
)

Narco:

lnex:

!

How do yqu find time to do all this? You must ml;k 24 hours a day.
. 2%

Sometimes | do. Whep I'm feeling creative, | don't leave the shop
at all. But then 1'11 spend two weeks or so doing somsthing entirely
dlfferent. | think that's when | get some of my best ldeas. Being
a welded metal sculptor means being part techniclan, part artist,
part craftsperson. ' ,
Thanks for the Interview. Next time | go past the metal dump, it'll
seem |lke more than Just a scrap heap.
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. «SCULPTOR. . . SCULPTOR. , . SCULPTOR. . .SCULPTOR. . . SCULPTOR. . . SCULPTOR. .

. Below are some questions about skills and tasks, tools and
equipment, tralning sites, and the work place of a SCULPTOR.

Answer these questions by putting the correct word or words
in the spaces provided. If there are any questions you can
not answer, reread the Interview and go back over these quiz

questions until you can write all the correct answers In the
spaces given.

Name 3 tools or ngcgs of what is 1 use for each
equipment used tool or piece of equipment
SCULPTOR. you have 1isted?
1. 1.
2. »
3! L ]

Name 1 training slte for a

SCULPTOR.

|

Name 3 skills and/or tasks

of a SCULPTOR on the Job.

2,

30

e where vou might
PTOR at work.

=\
o
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LIBRAKY TECHNICIAN . ..
SKILLS AND TASKS

Supports and assists professional librarlans
and suparvises assistants.

Technical Services

Prepares llbrary materials and equlpment

:g;k :e:::r:;;::e::?h as numbars on the TUESDAYS AT

)

Keeps files up to date with special materials. )

»

Operates and maintains audiovisual equipment.
Purchases and processes library materials.

Catalogs new books and other addlitions to the ~4
ltibrary's collections.

\
\

Inspects books and other loaned materials for
damage; repairs materials when necessaiy. .

Operates and keeps track of computer-based
data systems.

Users' Services

Answers basic questions asked by patrons.

Assists patrons In locating books and perl
in the use of catalogs, Indexes, and equl
such as microfilm, slide projectors, card
catalogs, etc.

Mandles book traffic--checking books in and
out of Iibrary.

Prepares and sends overdue notices, collects
fines, and Issues new llibrary cards.

Provides information on library servi-<es,
facilities, and rules to patrons and public.

Arranges displays of books, artifacts, anything
of interest.

CHILDRENS' READIM~youR

o



LIBRARY TECHNICIAN
TOOLS AND EQUIPMENT )

Audiovisual equipment--phonographs, siide
projectors, microfilm viewers, televisions,
and ‘video tape recorders.

Computers.

Books, card catalogs, shelves, book trucks
or carts (when loaded may contain 200 pounds
or more of books).

_Non-book media (maps, slides, artifacts, and
special display ltems).

WORK ENVIRONMENT AND CONDITIONS

Public and private libraries.

Quiet, well-1it, orderly rooms.

pushing loaded book carts.

TRAINING

2 year program in library technology at & \
technical instltute such as a community
college.

On-the- job.
Helpful high school courses: English and liter-

ature, public speaking, and general business
methods .

ADVANCEMENT

On-the- job experiance can lead to technicians
jobs at larger or special libraries.

More schoolling can lead to a professional degree
as a librarian.

' Stand a lot, must have physical stamina for
=




[ —TName 1 Work site. e

Aty ;;?Buz4<zigéf: cﬁﬁZJﬂéat?g Technscian

Read the questions and fill in the answers. Reread the fact
sheet for any answers you may have missed. Then go bock and fill
{n those blanks.

- Nome 3 tools or pieces of equipment and ]
=1 use for each.

-1
F 2
3

r————

m

[ ,..-.F . _._-—

What are 3 on-the -Job tasks and/or SKIIIs?
L N

2.
3.

- Name 1 troining site. -

i.

1.
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So this 1is an

! animation studio,
Well, for every minute of

huh? I know

you make {lmed animation, 1,440 pictures
commercials st he drawn. These pictures
here, but puat be drawn in a seriea.

Each picture is a
tiny bit differ-

ent. from the
é one before it.

oa,.d That way, vhen
. ' J they're seen

ogether in a

I (/ frapid sequence,
,d!’ it looks as 1if

there's a lot
1 don't kncw.
what, exactly,
goes into
making &

Yo

nages are novinﬁ;

. . : 1t's important that
ot smages are
drawm, so that the
movenent be ssooth.
Ir's sn in-betweener
who's responsible for

that.

That's me. I'm just starting out here and spend most of my
tine here at the light table. 1 take a series of drawings

by the animator and make the {n-between drewings, which make
the action run smoothly.

g What you do must be like tracing,
Za then. If the movement gnes smoothly .
the pictures myst look a lot alike.

That}s right, but I think of 1t as drawing. At

this light table here, 1 can sece the lines of the
preceding picture easily. It's my most important
tool, besides pencils, paper, and lots of erasers




-

]
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. .
- .

After bheing an in-betweener,
what can you lnok forwerd

to, career—wise?

/—‘

rasersS |

P

I've been overhearing your gon-
versation. I've got a few things
to say, myself. As an animator,

I could look forward to being an
art director or a film producer,
but what [ want for myself is to
be a free-lance film maker so I
can direct and work on films about

what I th.ak is fmportant. I'd
be responsible for the sound
track, coloring, camera work,
you name it. Then, of

1'd get paid by the job instead
of by the hour, the way it 1is
here.

\A paer'

o

Well, 1f I do well as an in-betweener, I'll get
o be an animator'a asafsrant; like Carol there.
She cleans up rough drawings and adds details.
Bruce, our auimator, looks like he's interested
n talking with you. Let's see.

i

Right! This {s.a union shop. That
wmeans we all get paid at least the
wmion's minimum wage, according to our
job.titles and responsibilities.




studios.

RN union shop, huh? Well,
this 18 a commercial studio.
What other places can people

Oh, some sdvertising firms have animation
Motion picture studios employ animators,
and of course, fres lancers might do their work
ai their own ctudics at home.

who sant to do animation

What are
working hours

Ho, ho, ho.

Regular? Maybe if we made movies we'd be regular
but in the summer and early fall befzre the new t. v. ahogs ar;

1ike here?

Pretry aired, we really sweat.

regular, T Then we have a real easy season.
bet. people can even be laid off.

Sometimes we work around the clock.
Sometrimes 100 easy. Then

What kind of training
did you have?

12

Well, believe it or not, I've
been drawing forever. So I guess
my training's been mainly practice.
I have patience and I pay attention
to detail. But I had no formal
training except in high school
art classes. Our director,
Jerryl, went to an art school.
Carol, our assistant, rook
courses at community colleges.
A1l artiars keep collections, or
portfolios of their best work.
Sometimes a good portfolio will
onvince someone to hire you
without a lot of formal training

() That's what happened to me.

n
=h



u . B
Y W hd

/" Hi, Jerryl.
/‘ T,

) NN

I'm getting a good idea of what you do, 1'm scill not sure about
how it all starts. How do you know'what to do? '

N
-

This atoryboard has frames with pictures and dialogue. It eerves as an outlin
for the animators. They know they've got to draw the pictures that go between
the storyboard frames. They‘ll show the actiom.

——

%o, fizzt: the
director gives a
storyboard to the
animator. Then the
aasistanis aad
ifn-betweeners do the
filling-in work.
Huhm. Then where
does it go?




Next, it goes to the camera and sound crews. Oh, but it can't go anywhere without
an exposure sheet. That's like a set of detailed instructions which explain
exactly what will happen in a given amount of .time. The exposure sheet describes
what the comera showld be deing, mavhe =eoming in for 2 clese-up or somcthing., Alss,
1t tells what the sound people should be doing. These directions give everyone
~ . something to go on and help the .
animatoxr plot the picture ]
\ series. Anyone looking at it '
can tell all the things that

{
should be going on at the
el tm.

Almost like a complete
score for a symphony
orchestra, huh?

hat’s ,
our cue.!

F That's an interesting way of
looking 2t it.

Ao

N =~

} So besides being patient and able to draw

f rccurately and precisely, what other toe iy ‘i::eitiiﬁii‘iﬁoﬁfm“ o

hmor.

\AThm Y.
tkaops tha
+ime ?

N —— r——4 . v o o ———

- e .. }
. \ehicken ¢ross ine road? /
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Read the questions and €111 in the blanks.
If there are any questions you can not
answer, reread the cartoon and go back to

. £411 ¢ in after.

w 3 of our tools or pieces of equipment
1 use for each

L

&
by

2.
3!

Name 1 of our training sites.

i
E
i
i
i
i
i
i
i 2@ 1. _
i
i
i
i
B
i
i
§
i

N ‘
Name 1 of our work sites. J
N’ 1- .

}wlgge 3 of our on-the-job tasks and/or
J , -




ISABEL PORTERA, ADULT INSTRUCTORS' AIDE

My name is Isabel Portera and belleve it or not, {'ve got a job
helping people learn English at an Adult Learning Center in my nelghbor-
hood. | say 'believe it or not' because | myself droppad out of high schoo:
three years ago. | dropped out 'cause | wanted the freedom | couldn't
have living at home with my strict father and the kids. 1 figured
that If | moved out, life would start to get exciting. "You see, | had
a boyfriend and | wasn't allowed to go out with him. Also, | wanted to
do more dancing. Classes were In the city at night, and of course |
wasn't permitted to take night classes anywhere. Well, | moved out and
began looking for work. 1| workad in three different factorles within
two years. They were alike In most ways, low pay and lousy conditions:
loud noises, cement floors to stand on all day, chemical smells. By
the time | got home at night, mostly, | was too tired to even think about
dancing. HNardo and | watched a lot of TV and that was 0K for a while.

—=

¥

— q— -

When Na ‘E:E;u | brgggihp. though, | felt sV low and | knew | had

to ‘really do something for myself. | decided to go to school so | could
get a good job. That meant attending an Adult Learnlng Center so 1 could
work on getting my high school equivilency diploma. 1 went to the Center
twice a week and studied there. [t was 'easy to work with no distractions.
There are individual booths or carrels which are private and quiet. There
are also tables for doing group work and tape cascatte rooms and offices.
The offices wre where counseling Is done. If someone has a probiem, the
instructor can help a student with it. Sometimes, thlis means referring
the student to an agency that helps reople. Other times, It mrans helping
someone get a job or into a work-training program.

—

Althounh the teachere ithare were ria!ly helnful, none of them Were
Hispanic so they had trouble sometimes understanding what latino students )
wanted to say. Weil, after |'d been attending the Centcr regula-ly ‘

- LN
¢
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- for months, the Instructore asked we L0 Relp out once In a while with

other latino students. After | earwcd my high school equivile

1 was offered good hourly pay to help out ay the center? That?:ngizl?ma,
do now. When there aren't a lot of latino siudents around, 1 file records
and arrange books. ('m getting pretty familiar «jth a Jot of texts and

I'm responsible for ordering the best\ESL materials liner's teaching English
as a Second Language). When | was youRger, | always took Leing able to
speak two languages for granted. Now ! really appreciate it < q know that
not only would | not have this job without it, but that | can geu ., jq¢

of different sorts of work, just because i'm bilingual and i'm willing

to work hard.

i was hired here at,the 'Center as> a teacher's aide with the understanding
that | would be working toward a degree. Actually, since my work at the
Center is hourly, | can work part time and still go to school. 1 take dance
classes there as part of my studles and 1'm getting a degree in Spanish. -
Although Spanish Is my native tongue, college study Is hard work. Grammar

- and literature don't come as easy as learning to talk, you know. Knowing

these things will really come in handy {f | ever want to teach Spanish.

When | earn ‘a.degree, 1'} 2 put on regular salary as an adult education
instructor. Then 1'11 be responsible for giving and marking tests, keeping
attendﬁpce and performance records on students, doing counseling and referrals,
and reaching "Life Skills" (that's stuff Vlke reading and math related to
real life situations like reading want ads, filling out forms, and getting
the wost for your money). T

16 eil



The largest portion of teaching 1'11 do will be ABE or Adult Basic Education,
hqlplng people to learn to read on a seventh grade level.

On the Job now, | use most of the same materlals ('11 be using as an
Instructor. | use refersnces, texts, and workbooks with the people { help.
{ do some typing (i'm learning). 1 use a blackboard, and a fillng cabinet
tor student records. | also operate tape cassettes and even the film projector
and video tape equipmant. | don't do counseling and | don't do research to
find employment or tralning opuortunities for othar students. | don't have
contact with the employment agencles elther, but when | get my deyree 1'11
have mbose types of responsibilility too. '

| —— 8 -:i Im g - ] = ) —
I'm telling ¢t l pa:’sh

Is story because | thPfnkithat anyone who speaks $
has a real advantage and can really do something with it. Wwhen | think that
| dropped out of high school and that now §'m helping people who've done

ihe >ame thiog, | fesl really goud about myself. And when 1| feel good
about myself, ) feel like dancing!

i
-
-
-
5
I
-
I
1 -
-
i
i
L
!
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-
i
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STUDMIO MI'SICIAN

As a studio musiclan, 1've mada It to the top.

With steady work through the grepevine, i'm skilled and 1'm hot.
A unlon contact got me my first studio gi.,

i played soleful blu#s bass for an album-cutting rlg}

The union also sets up a minimum pay scale for beginners.

This helps musiclans survive as they strive to be winners.

Before | was well-known, making a n ving was hard.
¢

It was all part-time, and. it was mostly in bars.

| worked fixing shoes during the day,-.

fiuilding a musical reputation is-filled with delay.

-

One clue, If you want to be tops in the trade,

Is versatility. Makes a difference In the money you're paid.
in one week, | might play country western, swing, jazz, or rock.

And as for working hours, we often play 'round the clock.

Mince pOpuI;r musicians play backup for many, we don't belong to any one band.

18 64



STUDIO MUSICIAN

ﬁatlence Is neaded as we try and try again,

Ti1! we get it right at each sesslon. _
As we play we listen with headphones to others playing the same, ;
Recording us all Is nmuiti-tracking (a descriptive name). ' . ,ﬁ

So while cutting disks, we don't hawa to do it all at one time. /

I1f some players are away, well, we gat t‘nn‘GI the 1ivo,

And send a tape through the maill, 1t will arrive without dolay.

Techniques and method. sure have changad; this Is the modarn way.

-~

A studio's got tapes, sound equlpment, and mikes, :

Instruments from synthesizers to tllyan plpes.

{ look carefully at musical arrangements and scores;

Outside nolse can't Interfere, for we've got floating walls and floors.
working conditions are fine, but when | play loud rock or jazz,

| wear special ear plugs with flaps.

when the music gets loud, the flaps close by themselves,

And when 1t gets softer, they relax.

65
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STUDIO HUSICIAN
i get along with other musicians alright, though sometimes our egos clash.
Successful musicians know how to be cool; it helps them sarn the biggest
pile of cash.
One good thing about studlo work you see, is | can earn enough money in
a month, ) -
To go on a vacation, for sweet ralaxation.

Studio work's open to a few, but It's worth aspiring tQ.

20
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Nancy:

Doctor:

Nancy:

Doctor:

Nanry:

Doctor:

- ;

INTERVIEW WITH JAMES BOLLIN, CHIROPRACTOR -7

Good morning, Doctor Boltin. 1'm Nancy Dole from the high school.
i'm really glad to be here. )

Well, Nancy, { try to‘help you students out ;menever { can' it
wasa't too luu\_g agyQ that | was a at.uuucu., my:en. ao. you:' re

working on a special project to learn about health careers. |Is
that right?

'
Yes, and | guess first | need to know exactly what a chlropractor
does.

Well, | treat patients with all sorts of health prollows b-,' manip-~
ulating body parts, especially the spinal cotumn. Adjustments can
correct problems like poor clrculation or pinched nerves. You'd

be surprised how many hcalth problems are caused by these two
conditions alone.

Hmmm, Before | got Involved with this project, | didn't even know
what a chiropractor did. How does someor become a chiropractor?
A%

o )
That's a long story, Nancy. Flrst { graduated from high school and

went into the ministry. That took four years of college preparation. -

When | was finished, | took a job as an assistant In a big city
church. Over a perlod of five or six years, | became more aware
of peoples' physical ills. It was then that t realized | wanted
to work in the health fleld. | guess | saw It as a different kind
of ministry. Well, | had a friend who was a chiropractor and 1
knew a little about the kind of work a chiropractor does. | was
especially Interested In chiropractic medicine because no drugs are
used. Aligning people's badies so that they function at their best
seemed like a very natural way of healing. The only type of pre-
scription chiropractors make are for more rest, exercise, corrective
supports, or a change in diet.

a



Nancy:

Doctor:

”

Well then, did you have to go to a special school?

Yes. | went to a four year chiropractic college where | learned
a lot of the san? sorts of thing that doctors learn at med school.

Well, when a patient comes for treatment, do you do the same things
a doctor does? )

Firct my nurce writec down some ner<sonal Infarmation including ihe
patient's health history for our records. Then we discuss any
health problems bothering the patient at present. With this infor-
mation, | can then begin the "examinatjon and manipuiation of the
body parts which are ocut of placa. Sometimes | need to ''see' my
patient's bones. Then | send her or him to the radliology department
at the hosplital for X-rays. Most times, after a first adjustment,
patients must come back soon because thelir muscles are used to
supporting the spine in the old, habitual way. But after the first

- few adjustmefts, a patient might not have to return for months.

i L ?‘ ‘ R
well, Dr. Bollin, besides X-rays, what otheritools or pleces of

equlpment do you use at_wark?

My hands are my most important tools. | use my hands to make all
kinds of adjustments on a patient. Next In importance Is the
adjusting table. The patient-may lle on the table. It moves and |}
can work on patients at many angles to adjyst many body parts. |
may also use a stethoscope, an otoscope, or an ophthaimoscope o
check a patient's heart, ears, or eyes. _| sometimes use a percussion
hammer to check reflexes. Althougnh ! might use traction or ultra
sound in special casas, many of my cRols are simple things that
many peuple can use at home 1ike hot or cold packs, stedm, or a
muscle massager. Sometimes braces for the spine or neck may help
a person hold an adjustment, and will keep supporting muscles from
lapsing into the wrong places.

23



Nancy:

Doctor:

Na :

That's interesting. | notice that you have a very nice private
office hare and that you have evening hours, too.

Yes. That's because | want to make sure that working people don't
have to take time off to be treated. | make my own hours here and
{ llke that. Of course, some chiropractors work at clinics or for
industrial firms. These doctors have less freedom to set the hours
they will work.

‘ﬂ
\ Em Ballin ‘

e o | IE
&=

what are some of the things you like most about this_ job?

Doctor: Well, 1| love helning people, and | like working independently and

the responsibility that goes along with it. Of course, it's also
true that working conditions are very good here, a clean office,
with plants and friendly assistants. As a healer, | guess most of
all, | like the idea of usina my hands to help people get well.

L >

U

i‘m comfortable with the amount of money I make. !1'm single and
have only myself to support. | offaer a sliding pay-scale to my
patients so that they pay me according to what they can afford, and
1'm not interested In changing that. But if | want to learn more,

| can study special techniques such as acupunciure, a Chinese method
of drugless therapy, special massage techniques, or other useful
subjects. iIn fact, in some states, it's required that chiropractors
study and learn new skills each year. :

24



Nancy: Well, thanks a lot, Doctor. | think I've got a good Idea about
what you do. In fact, next time my mother gets a migraine headache,
{'m recommending that she come here to see you.

25
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Below are some questions about the skills and” tasks, tools and equipment, :

training. sites, and the work place of o

s DANBA PTND
WIS NS (Wt asrne

Answer these questions by putting the correct word or words in the spaces

provided.

if there are any questions you can not answer, reread the inter-

view and go back over the quiz questions until you can write all the

correct answers in the spaces glven.

-
o
[~

Name 3 tools or pieces of
equipment used by @ CHIRO-
PRACTOR.

Name 1
CHIROP

ll

tr
RACTOR

what is 1 use for each tool
or piece of equipment you
have .l isted?

1.

aining site for a

Name 3 ski

skills
g CHIROPRACTOR

and/or tasks of
on the Jjob.

™
O

e where you might
ROPRACTOR at work.
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" sKiLLS AND TAsKs . .
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DENTAL ASSISTANT

-

Helps dentist at -the dental chalir in treating
patients: ’
Sets up and hands dentist the proper lastru-
mants and materials: -
Keeps patient's mouth clear by using suction W
rubber dams, and other devices;
Writes clinical Findings as dlctated by
dentist on patlent's chart or record.

Performs duties of receptionist and busliness
secratary.
Checks mall, typas letters, answers talephone,
and makes appointments;
Flles treatment records, retrieves records
for each appointment;
Sends bills, recelves payments, makes bank
deposits;
Orders dental supplies and materials;
Keeps offlice neat, straightens magazines,
waters plants; .
Prepares tray with Instruments dentist wjll
need during patient treatment.

Prepares room for dental work:
Cleans and sterilizes bloody Instruments
for patients; ‘
Prepares materials for making impressions
and restorations;

Makes casts of teeth and mouth from
Impressions taken by dentist;
Exposes X-rays and processes dental
X-ray film.

Prepares patients for treatment:
Makes patients comfortable in dental
chair;
Aoplies medicine to teeth and oral tissueS:
Removes excess cement used in filling process
trom surfaces of teetn;
Places rubber dams on teeth to isolate them
for Incividual treatment;
Provides oral health instruction.

>

X-ray machine, X-rays, X-ray film, lead aprons.
Rubber dams, bibs, syringes, stool.

Patient's chart, telephone, appointment

book, insurance papers, financial records.

Film, slides, filmstrips (to show detalled

health care to patients), dental floss, toothbrush.

27
74

TOOLS AND EQUIPMENT
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DENTAL ASSISTANT
WORK ENVIRONMENT AND CONDITIONS

Private dental offices, dental schools, hospital
dental departments, State and local public
health departments, private clinlcs, Public
Health Service, Veterans Administration, and

Armed Forese
Well-lightad, clean environment with MUSAK.

X-ray and other equipment requires speclal
handling.

TRAINING

-

1 and 2 year programs at junior and community
colleges, vocational and technical schools.

On-the- job.

H#slpful high school courses: biology,
chemistry, health, typing, office practice
(bookkeeping) . .

ADVANCEMENT

Experience andfor further training (ADA has
accredlited correspondence course that takes

2 years to complete and is equivalent to |
year of academic study) may lead to employment
as a dental technician or hyglenist.
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Quiz Yourself

NTAL ASSISTANT...DENTAL ASSISTANT...DENTAL ASSISTANT...DENTAL ASSISTA

JEN

f'l"l

Below are some questions about the skills and tasks., tools and equipment.

training sites, and the work place of a DENTAL Abblsinnn

Answer these questlons by putting the corract word or words In the spaces
provided. If there are any questions you can not answer, reread the fact
sheet and go back over the qulz questions until you can write all the cor-
rect answers in the spaces gliven,

3 tools or pieces of What is 1 usé for each tool
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X~-RAY TECHNICIAN

| help doctsrs take X-ray plctures of Internal body parts,
Being dense, bones are easlast to see.

Drinking a dense barium solution helps digestive organs show,
As It coats each part, glub, glub, down and out it must go.
A fluoroscopic screen Is used when we take shots of organs.
This screen s where shadows are cast.

As the barlum traces the digestive tract,

We find reasons why some food Isn't passad.

it's Important that each patient's In the right position,

So | use a moving table with devices to restrain.

it's also my Job to make folks feel safs,

So | make sure that they're comfy and I'm ready to explain.

An X-ray technician works In medical officas, labs, cllinics, hospltals,
and schools,

Always under supervision of a doctor or a dentist,

With radiation, I1t's important that we follow safety rules.
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X-RAY TECHNICIAN

in order to protect folks from extra radiation,

We use lead gloves, aprons, and gonadal protection.
Patlents wear special white shects or gowns.

Some X-ray machines are massive.

You've got to be strong to puih.them around,

But patlents :an‘] move, they must be passlv
L

Thare are costial mechines which do 'hody sections’,
Taking body- pictures layer by Iayer.‘
Tomography is the name of this process.

When | use these machines, | wust work with care.

High schee! courses that hawd halpe
I'm glad | took them now, though then, ! did a lot of griping.

They helped me get through Tech in two years, 'stead of three,

We learned all about equipment, and X-ray therapy.

| took courses at a college, but there are med school clinics, too,

And military service schools might be the route for you.
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X-RAY TECHNICIAN

1f | want to advance, ! can take courses in my lelsure,
Yo be a speciallst or instructor in a speclal procedure. ‘

If | want to be In charge of those who do what | do now,

i'ii earn chief technoiogisi's ilile by the swaal of =y brow.
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Read the questions below and fill In the
-blanks with the correct answers. Reread

the X-RAY TECHNICIAN poem if you can not

answer all the questions; then go back
and fi11 In the blank spaces.

o0
\wr,/

Meme 3 tools or pleces of equipmant and 1 use for each.

T\

What is 1 tralning site? =4

Name 3 on-the-job tasks and/or skills.

. _ e N A I . TR



ELLA STOVER, MASSEUSE

Well, 1'1] tell you a little about the type of work | do as a masseuse.
Of course all people love to have thelr necks or backs rubbed to relleve ten-
sion, right? Well, ! rub peoples' heads, necks, arms, feet, you name it, in
order to relieve tension, to relax them. If you've never had a good massage,
you don't know what you're missing. And |f you get massaged regularly, ('m
sure you agree that a good masseuse or masseur s a type of therapist. In
this fast-moving world, plenty of people find [t hard to relax. Of course,
peaple with real physical problems should see doctors or chiropractors, but
people who are just tense, or who have poor clirculation, or who use thelr

bodies a lot to do strenuous athletic work, need a good massage or rubdown
to feel their best.

. g
, ., o
| work hard. It takes a lot of strength to rub and knead and pumme!

people's muscles unti] they are relaxed, espacially people who are very

big or just plain musclebound. My hands have to be strong and ('ve got to
have the Lype of endurance iL Lakes Lo massage as many as nine people in a
day. 0Of course | use my weight a lot when {'m applying pressure and don't
have to rely on my strength for every strdke. Some strokes are even relaxing
for me. In fact, ! started doing massage because it made me feel good.

N\

These days, ! fLel that 1've got 8 real good setup for myself. | sure
have come a long way from when | started out. With no license, | just relied
on word of mouth to get publicity. | couldn't work at rotels or spas without
a license, so | depended on my car to get me to people's homes. | took my
heavy, fold-up massage tadble with me and my towels, and my oils. | was pretty
conscientious and also kept records of where each client was sore or had
pain. With a folder on everyone, | could see people'’'s progress. These
records also helped me remember which sorts of strokes each client liked the
best. Word got around that | was good and cared about people, and friends

32

81



Ly :

encouraged ma to got @ llcanse. Well, each state has ltc own licensing
requl rements, and In New York, @n exam must be passed. The only accredited
place to learn massage In this state Is the Swedish listitate of Massage.
Well, it's a two year program, and that's,exactly what | dld. 1 studled
anatomy, physiology, and got to know the muscles, bones, even nerve pathways
of human bodles. A lot of time was spent in the classrcom, but we also did
practical work. Now, even though I'm licensed, | go tu workshops that are
offered in schools and community centers to learn new techniques like

acupressure (a Chinese form of massage done with the thumbs along sensitive
points on the body). ' : -
. \ .

Al

So, what's my working life Tike‘theSe days? Well, | work at a YMCA
in a very nice, clean studio. ['m responsibie for getting my own clients,
who pay me directly. The YMCA pays me almost nothing, but that's alright
with me. |'m good for the Y because | bring in people who ordinarily might
not «come, and In exchange, | have a nice place to work, with more cllents
than | might get on my own. When a client comes in, we declide on a 30 or
h5 minute massage. Then we talk about any sore spots or general health
problems. As soon as 1'm familiar with how my client's been feellng, |
begin. ! cover her body with a towc! which will kecp her from Tesilng
cold or embarrassed. Then | rub oi) Into my hands and begin massaging.

L

I always work sys(mati 11y, but | don't‘alwa‘;rs givé/the same exact
massage. That way, | don't get bored. | must be very sensitive to the
musculature of my clients and to each person's body type. Something that
helps me along is music. Although | don't always use it, ! have a collection
of very soothing tapes which i can play during massages. Some people
really enjoy the tapes, and | get more pleasure from a massage when | work
with music.
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1f | wantpd a change of pace, | could work in a hotel or health spa
vSere 1'd get fpald by tha day regardless of the amount of work | did, but
' Vike the regponsibility of setting things up with individual clients.
it makes me féel like | have more control aver things, like I'm in business
for myself. tually, 1've been thinking a lot abowst a really big change
that will take a few more years of schooling: phyéical therapy. As a

- physical therapist, 1'd work in a hospital or clinic. Not only would t get

to do massane, !'d also gain a lot more respect as-q professional. I)m
saving up for further education but 1'l} probably e:ghrp taking out a loan
if | decide to go 'to school full time. 1it's expensivy, but possible.

In the meantime, |'m good at whct | do and | have abedt 100 satisfied
clients. For right now, that's the important thing.
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Trinas

Paul:

Yrina:

Paul:

Trina:

Paul:

Trina:

Paul:

Trina:

' DIESEL MECHANIC: -
An Interview at Logan's Diesel Garage
-

-

Hi. My name Is Trina Parks from North Pasc High School. | called last Qeek
to make an appointment with Paul Spratt, the service manager.

{‘m Paul Spratt. Giad to meet you. ! understand you want to learn about

what diesel mechanics do at work. is that righti .

Ye<. €Everything there Is to know.

“Well, let's start at the beginning. Do you know how a diesel engine differs
from a gasoline englne? )

—

wall, | know that dlesel engincs take special fuel, which is thicker than
gasoline, and that spark plugs aren't used to ignite the fuel in diesel
engines. Instead, heat generated by air and fuel being compressed in the
cylinders ignites the fuel.

Yes, well | see you already know the bas_.lcs pf diesel theory.

| did a little research before | came. Besides, | love to work on engines.

| guess |'m especially curious about diesel englnes because they get such
good mileage. 1 figure that diesel engines will be used even on small cars
soon enough, so a diesel mechanlc will be able to find work at lots of places.

Yes, | think you're right, and smart to be thinking about the future. in
fact, 1've read that in some European countries, many passenger cars run on
diesel =ngines. There are a lot of advantages to using diesel fuel. WHe
figure .6 gallons of diesel fuel are used for every 40 gallons of gasoline
on most of our big trucks. Iit's the best fuel for engines that idle for~
long periods of time. The only wisadvantage | can think of is that It is
harder to start up a diesel in the winter, since the fuel is so thick.

Besid@s trucks, what other types of vehicles or equipment use diesel fuel?
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Paul: Now, in this garage, we only service trucks,

rina:

Lsaul:

rina:

but at other diesel sarvice
centers, you might see cranes, tractors, boats, locomotiwves, Qi ofl dritil~

ing rigs. 1In fact, a dlesel nachanlc might find work at a diesel equipment
distributor, a bus or railroad line, a construction or trucking company,

a poser plant, a shipping firm, or even a mining or drilling company. Wher-
ever big, heavy aquipment uses fossii fucl, chances are diesel engines are

doing the work.
i ﬁJQ Trina: Well, it sure sounds like a good

fieid v ygu inio. About this

shop: when a truck {s brought In

for repalrs, does one mechanic

work on it, or do the mechanics
1 here all work together?

il

Paul: 1t dopends on how many things are
t wrong with a truck. Most of the

O . mechanics here are raally good et

one area of repalrs. Some speclal-
. ize in front-end and brake work,
and some on fuel injectors, pumps,
and nozzles. Others are great in
fixing rear-end and transmission
problems. Two people here just do
electrical work and tune-ups. Only one person besides myself is equal ly good
at everything, but all the mechanics here are very good at what they do.
Plus, they can all be counted on to cooperate with one another. These are
the .things that matter to me. | can trust them all to do their best work

all the time, whether they are working alone or with others, whether or
not someone is watching them.

| | y / ' -
(“!‘ W“Ltha\ann\cL“job {ncjlludes 3/tLr’“n RasT \ \ |

1) routine maintenance work. .

2) diagnosing problems (figuring out what's wrong), and
3) repairing and replacing parts.

Would you agree with this?

Yes. A good mechanic should be able to do all three of these things. All
the mechasics here do maintenance work to prevent things from going wrong on

the road. Orivers appreciate this service through they sémetimes wait til}
it's too late. . -

- &

Do the drivers do most of the trouble-diagnosis themselves? Do they usually
tell you what ‘they think is wrong with their trucks?
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Paul:

Trina:

Paul:

Trina:

Paul:

Trina:

Paul:

Trina:

Paul:

well, most drivers have an ldea of what might be wrong with thelr vebicles,
But as sarvice manager, | take responsibilicy for what's done to each truck,
so | give each truck a test drive, and look it over. 1| dlagnose the prob-
lem, and 1 assign the work to the mechanic or mechanics who can do the best
job. Of course, all mechanlcs do some diagnosis while they work. They're
always on the lookout for unususl sights, noises, and smells. Sometimes a
job may be blager than | anticipated. i've really got to trust each mech-
anlc to be alert and observant.

What other things do you took for in a machanic?

Well, a diesel mechanic must often 1ift as msuch s 100 pounds, SO strengih i»
Important. Besidas that, mechanics must be able to read micromaters and
gauges, and must be able to figure out problens 1ike how much fuel is going
through a pump under a certaln amount of pressure. A high school bagkground
In math and science really comes in handy. Of course, vocational school
training and mechanical experience are just as important. Besides math and
sclence, reading is another skill that comes in handy on this Job. 1t's
really important that mechanics know how to use manuals and read diagrams.

But don't get me wrong, NOW. Reading Isn't everything. i‘ve fired mech-

anlcs who understood about engines described in books, but who, when faced
with a real engine, just couldn't manage. 1 look for practical experience
when hiring, and a desire to learn.

Would you hire someone straight out of high school?

well, it depends. You ses, nowadays, technical schools and some community
colleges offer good 2-year programs including courses in hydraullics, welding,
blueprint reading, and actual repalr. | think you can sen why 1'd like to
hire someone with that kind of experiencs. But 1'd conslider someone who'd
be willing to spend 2 years as an apprentice here. An apprentica Is trained
on the job and gets pald less than the other mechanics while learning the

trade.

You know, one thing !'ve notlced is

that all tne hand iools arocund here

look new. Do you supply your mech- %
anics wi.h\ new tools once In 3

while?

No, no. But each set of hand +ools /
you see belongs 1o a machanle  These /
mechanics each own about $1,000 worth

of 1ools, which theylve bausht awer

the years. That's quite an Invest- ;
ment, so they take cars of thelr

tools, and keep them: clean. Beside

that, grease or dirt In the wrong -e
place could wreck a mechanical Job.

what tools and equipment do the mechanics use on an av rage work day?

Well, a mechanic's hand tools Include pliers, screwdrlvérs, ratchet, box, and
open-ended wrenches, surface and pressure gauges, feelers, and even micromete,
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Trina:

Paul:

Irina:

Paul:

Trina:

Paul:

1 o e W s e e e e

which measure up to .000) of an inch. The equipment that belongs to the
shop includes a valve grinding or refacing machine, a pin fitting machine,
an electronic engine tester called a dynamomater, hydraullc l1ifts, and jacks,
welding equipment and safety goggles, powered holsts and cranes for lifting
and moving heavy parts, and of course, each mechanic has a creeper.

A creeper?
Yeah. it's a board with wheels. Mechanics use them to get to hard-to-reach

niaces undar the trucks.
f\\

wihat kind of future can a3 mechanic look forward tol (is there much chance
for advancement?

well, a conscientious mechanic who takes a real Interest in learning about
all aspects of repalr can become a service manager like me, Gr even a shop
supervisor after gajning plenty of shop experience and know-how. There are
plenty of opportunities to Jearn out of the shop, too. For instance engine
manufacturers offer special training classes to teach newfangled technlques,

and to teach mechanics about the new designs and equipment. 1 go to these
tralning sessions myself when | can.

wan. ) certainly have learned a lot here. { think 1'11 start lifting weights

so that 1'1]1 meet the strength requirement. §'m really interested in this
type of work. At home, {'ve been working on the family car, but soon i hope

to get some diesel experience.

well, give me a call when you get Some sore schooling and experience under
your belt. 1f you're willing to work hard, you may have @ job!




I1C
lanks. Check all answers.

I. What are 3 skills e verv Diesel Mechanic must
practice on the Job

1,
2. |
3 . -

II. Name 2 haond tools and 1 shop tool used by a
Diesel Mechanic on the job. What is each used

-

: for?
ll HAND TOOLS LSES
) i 1. ; 1.
2' 2!
i 3. 3.
L\ SHOP_T0OLS USES
N .. ]
‘ li iii. Besides on-the-job garuge training, where can

someone bhe tratned to become a Diesel Mechanic?

.. L
IV, fiome 2 places you mioht f ind Diesel Mechanics
at work.
TN
T 2
2,
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How do Diesel Mechanics use muth and reading
skills on the job?

MTH:
READING:__
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JOB DESCRIPTION: Offer individualized transportation service to people in urban
(city). and rural{country) areas. That means that taxicab drivers take people
WHERE they want to ga., WHEN they want to go there.

“"Cabbies' may work a day or night shift, Drivers who own their
own cabs make their own hours, and earn as much money as they collect during
a working day. Most drivers work for a company, and earn h0-50% of each
day's fares, PLUS tips.

ON-THE-JOB TASKS AND SKILLS:

1) Receives call from dispatcher on 2-way radio, or on a phone at a taxi stand.
(The dispatcher receives phone calls from passengers and lets drivers know
where people are waiting).

2) Picks up passengers and takes them to thelir destinations for a charge (called

a “fare'"). Fares are based on distance traveled, and sometimes, in heavy
traffic, the time It takes to get somewhere.

3) Helps people carry luggage.
:!} fanG 2 \—:'u'n.ly’\-l- -

5) Keeps accurate records of each day's work, including the time and place of
each pick-up and arrival, and all fares collected.

6) May provide sightseeing tours of a nelghborhood, so driver should be very
familiar with neighborhoads worked in.

7) Must be courteous to passengeyrs, and be a skilled and coordinated driver
under pressure. .
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] Star Hotel

WORK PLACES:

1) In cab: on the road, at taxl stands, in front of busy places like hotels, alr-
ports, and bus and train stations.

2) A good living can be made In urban areas. In rurai areas, cab driving Is a
good source of supplemental (part-time or extra) Income.

TOOLS AND EQUIPMENT:
1) Cab (supplied by a cab company, OF owned by driver).

2) Two-way radio used to take calls from dispatching office, and to call in one's
destination.

3) Record sheets or log baok to record all trips and prices, and in rural areas,
to check the prices of trips. : ‘

4) Taximeter (always In urban areas, somet imes not used in rural areas) which
measures the distance traveled in fractions of a mile, or the amount of fave,

based on the distance traveled.

L1 4

fash bhow.

WS e

Wi

TRAINING REQUIREMENTS:

\
Tt

1) Because of insurance rates, drivers must dbe 2i yocard &

2) A good driving record, with no convictions.

3) A chauffeur's driving license. Beslides this, taxi drivers must often take a
separate written test which includes questions about accident reports, traffic
and insurance regulations, and even streét locations.
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~
WAYS THAT READING, WRITING, AND MATH ARE USED UN THE JOB:

1) Reading is nécessary to pass chauffeur's license tests and any othar tests
required by law, or by the cab company. -

2) DOrivers must be able to read street signs, and must read maps when getting to
know an area.

3} Since taxicab drivers, or ''cabbliec.! keep records of all their trips, it's
impartant that they can write neatly.

4) Cabbies use math skills to make accurate change, and to keep records of daily
fares.

CHANCES FOR ADVANCEMENT:

1) Orivers may become dispatchers, or may decide to buy their own cabs.

2) Experienced drivers with a background in business math or administration may
decide to start a cab company.
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wiz Vewrsel?

anks. Check all your answers,

t Ee 3 tasks a Taxicab Driver performs during

a
working day?

wna
a
1.
2.
3.

II. Nome 2 busy places where cabs can be found waiting
for riders.

1.
2.

~ —— Gy

1} [11. What are 3 tools or pleces of eaqulpment used by
l{é‘l"‘ : Taxicab Drivers? What are they each used for?

T00LS USES
1.

IV. wWhat is 1 way to prepare or train tor a job as
g Taxicaob Driver?

1.

V. How can reading and mutn skills come in handy
on the job?

4.‘ READING ';____..-............_ - e et ersmia et creis meme 4 h) SR—— m——
=X0) agiIl MATH: .

R UV FUNSp R S R “ n- — ———

-

55

94

L] \ . L. -
? LA SIE T N BN BN A B TN N EE e N NE I N e I e -
HO ' | ;




SELLET'S SALfs

My name is Jordan Moore, and i " !
Wheels. Sellet's is a retail mntnlizzlze:z;pf d;grs$22955h??g:l:g;naE“S:!;?t's
there after school with my buddies just to look at the ne; bikes, so ?u;J:s;"l
thought | already knew everything there was to know about the pI;ce. But | was
wrong. My first surprise was In finding out that Lauren Trull, who | always
thought was a secretary, is actually the top salesworker in th; store. So | wa
assigned to follow and observe Lauren as her "shadow." | guess the réason ! )
always thought she was a secretary was that evary rime | saw her, she was In an
office at a telephone or a typewriter. Well, when | walked in to do my ‘‘shadowing’
last Thursday, that's where she was again. And now, | understand why. You see, a

good retail motor i
g . cycle salesworker does more than talk to customers in the show-

.

= ﬂ— - |
‘P u\“’4 Y

oy

Lauren uses driver registration and service records of people all over the city
to hunt for customers. When she hears about people who have old bikes, she finds
out if they're interested in trading used blkes for new ones. Lauren spends about
Z nours each day in ner offite fuiluwing ieads and contaciing peopls by phone and
by mail. Her office is filled with catalogs and brochures about different motor-
cycle models, and financing policies. WHer file cabinet is full of service histories
of hundreds of past customers. One shelf is full of retall contracts for the bank;
other shelves hold sales-related information. She also receives manufacturer's
bulletins each day. Lauren sure does more reading than | ever would have imagined!
And after all these years of checking those pamphlets out, she's learned 3 lot
about motorcycles, and money management too.

in the winter, which is a slow season for motorcycle sales, some salesworkers
are laid off, but lLauren's office work really gays off all year round. She has
more customers than anyone else, and she keeps busy, plugging away at customer
contact. Besides her hard work on the job, her motorcycle riding experience comes
in handy when selling bikes. She knows what people are Jooking fo~ and can
describe the bikes in terms that riders understand.

g
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Late in the morning, Lauren had an appointment with someone who wss Interested
In buying a bike. | guess | expected her to try to sell this guy the biggest,
most expensive ije in the place. right away, but that wasn't how it happened at
all. In fact, It seemed to me that Lauren did as much listening as she did
talking. irst she asked iiwe man who wanted to buy the bike a lot of questions like
what was the blke going to be used for, how often would he be riding 1t, and how
much did he want to pay. Lauren got him talking, and showed hin 3 different
models within hls price range. Then, she gave him brochures describing the
important features of each model, and told him not to rush, but to contact her
when he wanted to talk more or felt ready to make a decision.

"You sure don't push people, do you?" | asked later. )

''Most people want to make good declsions, and want to take lots of things
into consideration before spending more than $1.,000. My job is to help people
figure out what would be best for them, and then to sell them that model. i
don't want to talk people into spending more money than they want to. | want to
be a resource person, and | want to have satisfied customers who feel they can
trusc me, and who will come back to do business here again and again. | think
my attitude about sales Is what makes me a successful salesworker.”

Well, { thought about that one awhile. | guess |'d never thought of sales-
vorkers as resources before. _ . .

During lunch, 1 rook a few minutes to.wgtch Dan Voorhis, a junior salesworker
at Sellet's who was working on the sales flodr trying to sell a bike to a young
couple. He asked his customers the same kinds of questions that Lauren had asked.
{ also noticed that being friendiy and polite, and speaking clearly are other
things that he and Lauren had in common. | asked Dan how important he thought
these qualities are. .

“"Soon after ! got this job, | took a course in public speaking. You're
vighhl, @b 1s reaily impurtant how one taiks to peopie. 1hat public speaking
course has really helped with my sales." N\ .

Then, | asked him what a high school student could do to prepare for a career
in motorcyéle or automotive sales.

“Sell anything, and get used to talking to people,' he replied. *lt‘s also
important that you dress properly. Besides that, mechanical experience is helpful,
and it's important that a motorcycle salesworker rides a bike."

'"what about finance papers and contracts? | asked. ‘'low would | prepare
for that stuff?" ’

J'Weil, if you've got the personality for sales, an employer might hire you,
and you could learn many skills on the job. But if you want to prepare for under-
standing contracts, good reading skills are important. Business math helps sales-
workers with the finance and Insurance forms that go along with every sale. Hmm.
Besides a willingness to work hard, though, personality is still the most Important
part of sales. That means being polite, .and knowing what appeals to your
customers. And that includes dressing right."
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‘Well, you've certainly given me an idea of the types of things | can work
an now,' | said. To myself, 1 thought, "There sure is more to sales than meets
the eye," )

'""Oh, before you go,' Dan added, "annther thing that really helps me out is
the fact that 'm versat®"’ When the winter comes, for instance, | shift gears
and sell snowmobiles, sno wers, and other equipment. i'mwilling tu improve
ayself, and | 11 learn abo. " all the products we sell. | don't care whether it's

a bike, a snow blower, or ar industrial lawn mower. If it's at Sellet's, 1'1]
sell it."

———
e o e———
——

. /&:Q/\ \
Then, Iat-r‘gﬁé ft noon, Lauren met wtth a customer who was buying a bike.

At Sellet’'s making a sale is called Yclosing' o sale. We all went into the affice
and Lauren explained all about insurance rates and even about special loans aud
financing policies to her customer. Then, she prepared some order forms and
explained the warranty. The customer, Ms. rells, vead over the papers carefully,
signed them, and the sale was closed. Lauren promised to deliver the bike herself
when it came into Sellet's from the manufacturer.

t felt pretty good about my day at Sellet's
‘Wheels, and | thought 1'd seen everything, till
Lauren took a customer out on a test drive. That
made me think about the different types of things
Lauren might do on an average d:iy. | asked her
about it when she came back.

"Well, | must admit, you caught me on a very
busy day. Weeks go by when | don't leave the shop.
But there are real benefits to this sort of work.
fFor instance, the conditions in a show room are
reat. lt's always clean, comfortable, and there's
plenty of light, and | have my own place to work
in. These things are important to me. Besides
all that, | get paid vacations, a life insurance
/policy, and a good medical and hospital plan too.

SESF
~On the other hand, it's taken me a while to develop the sales techniques which make

me secure in my position here. And 1'm stil) learning. | attend training programs
offered by motorcycle "manufacturers when | can because | want to know as much as
possible about the products | sell. You see, { also really value adding to my skills
and the lrformat:on at my fingertips."

“So it wasn't always easy for you, but iittle by little you've become a success-
ful salesyorker?“ 58
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"That's right. Take Dan, for instance. He does well because he's willing to
improve himself. 1 was a junior saelesworker for 2 years before | warked my way
up to a more secure position. And in the beginning, it's tough. You see, we
earn small salaries, and really depend on our commissions, which are percentages
of the sales we make. Until wa build up our clienteles, or groups of custamers,
we may not be taking home much money at the end of every week. But as for me,
after 2 years, | had enough customers so that | felt established here. And yes,
the different things | do during each day make my work here interesting, and help
tte working day go quickly."

So | learned a lot at Sellet's. In fact, | even got inspired to find out if
| have what it takes to be a success in sales. This Saturday I'm bringing my
5-speed hicycle to the town flea market. Hmm. And | think my jogging outfit will
appeal to the athletic crowd.
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IL MOTOR CLE SALESWORKER
1 in a ¢s. Check all answers.

I, ?gge 3 tasks Lauren Trull performs on the

e - ¢ =ty s

1
2.
3

~ ———

I11. Wame 3 tools or pieces of eauioment Lculrcu
uses on the job. How is each used?

T00LS USES
1 1. '
2, 2, -
L P ‘

I1I. Where does Lauren do her work?
1.

— a—— - -

IV. What should someone do to prepare for g career
as a Motorcycle Salesworker?

) S
How do Motorcycle Salesworkers use math and
reading skills on the job?

MATH:

—— e e e — ——re @ ARG M cma et i —————

READING:
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BEAUTY 1S HER BUSINESS

My name is Georgia Rose Williams, and beauty is my business. The tit'e of
my profession is '‘cosmetologist.' You've probably heard of titles |lke ""beaut-
ictan," “beauty parlor operator," "Hair cutter," “hair stylist," "hairdresser,"
or even ''colffeur." Well, by any name, a cosmetologist's work Is to care for and

treat people's hair (including wigs), skin, and nails. The people who ask and
pay for these services are called '‘customers."

l My work takes plenty of skill and lots of different kinds of tools. Ffor
just about all of my work, | need plenty of towels and capes made of cloth or
nlastic to protect my customers' clothing from hair clippings, water, soap,

l chemicals. 1| use shampoos and conditioners to wash and rinse hair. | use
-<issars, razors, and clippers to cut hair. When | style hair, | use even more
tools: hair rollers, clipples, curling irons, hair drierz, brushes, special

l combs, and setting lotions. | may also use special chemical preparations to
straighten and wave halr permanently. | may use rinses, dyes, or bleaches
to lighten or darken it--whatever customers want dcne to their hair, | can do
it. And with tweezers and dyes, ! can also shape and tint eylashes one by one,

l if a customer asks. And | do eye tabbing too--thst's putting eyelashes on, one
by one. | need special glue for that.

Then, there's skin and nails. | use creams and lotions to give facial treat-

l ments. To manicure fingernails, | use a bow! of soapy water to soften the
cuticles around the nails, orange sticks or cuticie pushers to push the cuticles
away from the nail, nippers to cut nails, emery boards to smooth the cut edges,
and nail polish to protect and/ar color the nails. To give a pedicure, | do

. the same things, except to toenails--whatever my customer wants.

:

S

For all ry work, | need good finger dexterity and good physical health. |
have to stand on my feet for long periods of time--sometimes all day. It's a
good thing | don't have allergies--the chemicals cosm tologists u.e can irritate
some people’s skin. 1 also need to be a sort of artist. And maybe most important

of all, | have to be able to follow my customers' instructions. You see, cusZo-
mer satisfaction is a major part of my work.

62
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| 've been cutting hair since | was about 10 years old. My kid brother and
| were making mud pies one day, and | decided to make a fancy mud pie on his head.
But his hair looked too long to me, so | got the scissors from inside the house,
gave him a haircut, and gave him a fancy mud ple hair-do. | thought he looked
beautiful. | felt so proud! Well, | showed him to my mother, and she was
horrified at that huge pile of mud on his head. Sne scolded me for it, and
washed his hair, but after she cleaned him up, she noticed his haircut.
expected her to be upset about that too, but although she was surprised, she
liked it a lot, and asked me to cut her hair too. And that's how | got sta ed
cutting hair. After a while, | was cutting my friends' hair too. | had the
talent for sure.

in New York, where | got my license, | had
to finish 8th grade, and be at least 16 years old
before | could go to cosmetology school (in some
<tates, the law says 10th grade). So even though
{ didn't 1ike school much, | stayed till | passed
8th grade just so | could become a cosmetologist.
it wasn't till many vears later, when | decided
to go into business for myself that | needed the
business math skills I could have learned in
high school. When those skills were important to
me, | went back to school to learn what | needed
to know.

Farmal training is very important in my profession. Training requirements
are not the same in all states, but all states do require training before issuing
licenses. New York requires 1,000 hours of training. it took me 7 months, full
time at the American Cosmetology School, to complete my baslc training. To pay
tor all of this, | took out a loan as soon as | was of legal age. | could have
worked while going to cosmetology school, but it would have taken me up to 2 years
to complete my work at a vocational school. The courses included in the training
programs are hygiene; sanitation; basic cosmetic chemistry; care of hands, skin,
hair, and scalp; safety practices; hair cutting and styling; parmanent waving;
bair straightening; finger waving; pressing theory; and lots more.

For the first 500 hours, cosmetology students practice what they learn on
nannequins and on each other. It's not until students pass the first 500 hours
¢f training that they're allowed to work on customers, who -core to the school
kecause of the low prices charged for services. | really enjayed my training
bacause | knew | was learning about and preparing myself to make money at what

{ already loved doing.




When | finished my training, | passed the state exam, ard got my license
from the State Cosmetology Board. There are lots of places cosmetologists can
work: for large and small commercial shops, in department stores, on government
bases, on board cr iise ships, in hospitals and other institutions, In hotels,
even in large city drug stores. The first shop | worked In was a department
store. This was one of a whole chain of shops owned by the same person, Ron
Wells. He was an expert at hair cutting and stvling, and he taught me what he
knew about it. Soon | was a specialist at it, and | had a lot of regular
customers, who always asked for me. Ron saw that | was good for his business,
so he offered me a job at a very exclting shop, on a crulse ship! | was sure
gqlad to take that job...l1'd always wanted to travel.

o o0 0 0O
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Within 2 years, | had pald off my loan, and liks ! said bcfore, | decided to
go back to school to learn the business skills {'d need in order to run a business
of my own. While | went to school, | worked part-time (evenings and Saturdays).

Now that | own my own shop, I'm also a business woman and have what's called
"managerial duties.'' That means | hire, train, and supervise the cosmetologists
who work for me. Since my specialty is hair cutting and styling, that's what
I train some of my employees to do. | have other specialists working for me too:
a bleaching and dyeing specialist, and a parmanent waving and halr stralightening
speciatist. So cosmetologists who are just getting out of school can get advanced
training at ry shop in any one of these three areas. Till they complete the
training | offer, they give shampoos and manicures, answer the phone, make
appointments, and collect fees from customers.

My other managerial duties include
keeping records and ordering supplies, so TN
I use my math skills a lot--making up )
pavrolls, navina hills  and keeping in-
formation on hair color formulas. When
i mix the chemicals for a hair color,
i have to measure accurately. It's
important that customers get the hair
color they ask for.

| use my reading skills too. .1
have 1o read instructions in order to
mix up hair color formulas--that in-
cludes the records | keep of my own
formulas too. Also, | read tioe maga-
zines of my profession. It's Important to

o4
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keep up with the new styles that are always coming along. Just looking at pictures
Is not enough, though. | have to read about how to make my customers' hair look
just like the hair in the pictures. Another way | keep up with changing styles and
learn the techniques of creating them is by traveling to cosmetology training
conventions.

There's always something new to learn in the field of cosmetology: new styles,
new techniques, new theories, new people, new places. For me, that's the beauty
of it...and beauty is my business.

-
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SOSMETOLOGIST
Fill in all blanks., Check all answers,

I,

IT.

wsgte in 3 skills or tasks Georgia performs on the
job,

.
N I L . N,

Write in the names of 3 tools or pieces of equip-
ment that Georgia uses on the job., Next to the
names, write down what they are used for.

T00LS USES
1. — 1.
2 20 e
3. _ 3,

Write In 2 places where 6eorgia has worked.

- T r—

T IR T Uty

Write in 2 places where Georgia got training for
her profession,

1.
2.

——

— .

Write in 2 math skills and 1 reading skill that is
luportant for Georgia’s work.

l'

2,

e

3.

a -

-
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Business Machine
Service Technician

Hi. 1'm George Lane. For as long as | can remember, !'ve been great at fixing hrokeﬁ l
machines, including toasters, clocks, record players, and radios for my friends and _
l

family nembers. in the Hork Study Program at my high school | wanted to utart right in|

repairing machines. But my first asslgnment was to shadow a Business Machine

{
i
crvice Technician named Jean Gallow. | thought 1'd be dured just watch!nq'

. 1

£

somebody else at work. -And as | approached Jean Gallow's office in

the 10M {International Office Machines) building, the last thing |

| was cxpecting was excitement. Here's what happened. '

what a nice office! It doesn't look anything like a
repair place. Where are the machines you Fix?

(They're in people's places of business.

.

"ﬁ;d waining, George.
tYou're right on time.

l{oh: Who brings thcm here for you to fix?)
(G'morning, Ms. Gallcw e
oneg. 1| go to where the machines are

Call me Jean and fix them there.

£-

ooy

Oh, =0 you have to bring along
your work clothes?

{'m wearing my work clothes.

-““\

None of this is
what | expected'
(R

T




]

-

fefore you qot here | was looking nver the list of people who cal'ed yesterday
afternoon needing repairs. Lega: Awsoclates reported trouble with one typewriter. )
County Bank reported 2 typewrifers not work ng at all. City Hospital has a problem

with one tvp;writer. and Community Ccllegr. has one rypewriter out of commission. '

£
it PR
Only t(ypewrliters today?
[ { was hoping to see a
C} O & computer being ropaired.
- (-] Do you ever work on
STaTe T e ¢ computers?
A S A
LN G -
2ol D

A

E—
Mot vyet. You see, all 10M Repair Techniclans start out repairing typewriters. After

1 years or so, Jechnicians can reguest training in the repair of more cemplicated
machines, like computers. There'll be 2 trainee wpening in computer repalrs soon, and
1'11 apply dor it. S8ut for now, | have ny regular customers to take care of. Let's
see.... My records show thai Jounty Rank, City Hospital, and Community College have
other typewriters they can use. Legal Assoclates has only one typewriter, and it's
not working. That's wheve we'll go first, even though it's farthest away. Route
a'ing care of the customer

pianning is one of my musi important tasks. !t mcans

with the most urgent needs first. it's part of what we call “customer satisfaction.'

Let!'s qo.

| thought Business Machine Service
Technicians just fixed broken

machines. Customer satisfaction
means getting along with people,
doesn't it?

F "m @LEANER
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~ ’\ important as being able to fix
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107 typewriters. You'll see.
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1'11 never have this legal |

- - - Leief typea ty 10:300 )
Hi, Pat. What's tho problem? have at least a half hour's

typing left to dol!

D022A A3 ] /
Pat, {'1l try to have your
typewriter fixed in 15
! minutes. That'll leave
you 45 minutes to finish
typing the legal brief.
Now, show me the protlem TOM
with the machine.

The carriage return isn't comlng all the way back to the margin | have set-~see?
And the typewriter sometimes skips--like that! e

—
N

O G-

- webe "

It sure is aggravating when machines don‘t work the way they're supposed to. The
problem here is something | can fix easily. A simple adjustment with the screw-
driver, and there! It's fixed. You have plenty of time to type that legal brief.

i
;Jean is wonderfu!l I sure was surprised when § Looks like a purse to you, huh?

you pulled that screw- Well, here's another surprise
\ driver out of your purse [ for you. That's my toolbox.
This is not what$and fixed the typewriter! f Taka a look inside.
| expec.ed! "

tet's see.... Here's an ohmmeter, pliers, screwdrivers,
calipers, gauges, wrenches--1 see just about aill the
everyday tools, except a socket wrench. And here are

Those are specialized
tools for I0M type-.
writers. | learned to
some things | don't recognize. use them in my training

i
i
i
i
1
1
i
i
i
l J{_M SELECTIVE I
A B
i
i
i
_
i
i
i

course. Here we are
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Jean! 1| divn't expect you sc soon.
've. got 2 machines not working.
Nothing happens when | turn them
on. They're over there. -

i

This might take & while t~ fFigire out.'
Let's seu, now. It's plugy.d in, and
the outlet's tvorking. George, will
you hand me the ohmmeter from my

upurSell?
3 V U

| didn't expect’ thisi

T

)

| was sure the problem was just that the typewriters .weren't plugged in.
Do you. ever answer calls and find out that's the trouble?

doesn' t happen.

No. That would embarrass a customer, and we take care to see that it

when a customer calls in to report trouble with a

§ typewriter, our secreiary always tells the customes righc away to bg_i
sure the machine is plugged in. -

Cit y ?
Hosp'lta‘

> PARKING )

‘ﬁ:;e's City Hospital. We go to the records office.
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!2?||o. Jeff. How's business? Not so good, Jean, without my typewriter. |
- - /" iy

2af0239 ' | ;
321340 | {r‘“ g9

I0M

fzfzn | strike a key, nothing happens. It doesn't type
at all. And the position indicator fell off.

[ S—
'n

Show me the problem, and ('l
iget to work on it right away.

i

Thanks, Jeff. Goerge, the first. thing {'11 do In this situation is turn the machine[
n and listen for any unusual sounds. Then I'll take it apart and examine the parts)
to detect wear ar some ather cause of the malfunction. -

II .
A ————— .
l , what's a "malfunction"?, ‘ J ¢
failure to work or operate properly.

Depending on what { find out when |

' look inside, 1'1]l either make an
djustment on the faulty part or
install a new part.

l s

P
— -

Hey, that's just what
{ did when 1 fixed my
sister's record playerlj

WA em - . -

b

Here's the problem! A loose nuti i §i tighien 311 up
and there! It types just find. Now, the position
indicator is a different story. | d?p't have”a spare
one with me. | can ‘bring one by tomorrow and put it

on, but in the meantime, let's sec if | con rig up -

Okay, Jeff.
You're all set

till tomorrow.
{1'11 see you
then.

something that'll do the job till then. Hmmm....

Thanks, Jean.
1'11 see yau
tomorrow.

l thiq& | can make one out of this paper clip....
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| never expected a Technlclan would get chances to be creative! Making a position f
indicator out of that paper clip was great! Was that part of your training? {

\ ;ﬁt exactly. | never had foraal troiviog in makeshitt parts. Ekven betore high
school, though, | lincd [i1xing cau,cls and machines, just Tike yuu. Ad 1 liked
creating a new part to replace a faulty, or malfunctioning' one. | took

mechanical shop courses in iigh school, and then for a year | studled electronics
in the Community Colleye, our next stop. Then | applied for a job with I10M. |

passed both the wrntten and practical parts of ‘the test and qualified for the 2

\month tra:qlng program. f’

ol

Do you need ‘a lot of math and reading skills for your worigo

_ﬂ Community College.

iHe!l, | have to read and write to pass t'e tests and write up service bills, and |
have to be able to read general instructions and some schematics. Of course, | use
math whencver | write up bills for service costs. | also have to drive a car, and

i've got to be the kind of person that people feel comfortable with. Here's

Marie! How ar

you?

i'm fine. The
typewriter's
got spacing
Problems again.

Okay. 1'11 fix it up again. But, you know, Marie, you
should consider replacing this typewriter with a new one,

»

-
Yeah, | k you're right.'
Got one I your car?

1DOM |

asu%fdaf

p /2

Ha, hal Afraid not. | don't scll typewriters. | repair
them But 1'11 tell our Marketing Representative that
you're interasted in buying a new one. | do sell servic
contracts on typewriters, so let me know when you get 111
vnar pa o sarhipe~~hafare it hreaks down. |




This typewriter is fixed. ﬂ0kay. Georqe. Now back to 1OM where vou can sit in on a
ll 1'1] he seeing Yyou, Har 1e. training scminar for Business Sarvice tedhiniciains.

Mayte 1'l1 pick up
some tips on repair-
ing machines!

So long, Jean. Just come on back to my office after the seminar.‘

Well, what did vou think? JEThe seminar was not what | expected. The whole thing was
: about Customer Satisfaction. | thought it would be. about
repairing machines. You know, | get the impression around
, here--from the seminar and from being with you all day--
that In a Technician's work, people are just as important
as machines. —

-

| didn't know that until today. And, Yyou know, it makes a Technician's job more

ll appealing to me--traveling around some, getting to know people, plus firing machines.
Thazks a lot, Jean. 1 hope you'll still be working here in a few years, when | get
my job here.

1

Oh, §'11 be here.
Seq you.

Thanks, Jean.
Take it easy.




Check Out the Facts:
Business Machine
Service Technician

Fill in all blanks. Check your answers.

[} '
- ] .
1lo, Jean!__This is George. Hello, George. ”
i'm writing up my Shadow Report and | want to check my informa- “
tior, with you. Can you tell me 3 of your on-the-job skills and
tasks?
Sure.’ 4

Thanks. Now can you tell me 2 places where you do your work?, ’

2.
Good. Will you tell me 3 tools or pieces of equipment you usc
and what you use each OW——_—-—-_'
N R————
— A —
I.
2.
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Okay. You mentioned some places where you gut traininy for;)

e o el . )

YOMUT WOIn. i) YU " Ty K < sf thaa? ',.ﬂ-—-»—-_"t‘-s—-_

Thanks, Jean. Goodbye.




BUILDING MAINTENANCE WORKE

OTHER WORKERS WITHIN THE CUSTOOIAL o0 AICLS 1217 INCLUDE

upholsterers, carpenters, cleaners, security personnel. movers. arcunds keeners,
heating personnel, plumbers, electricians, utility shop personnel, paint shop
personnel, locksmiths, door closers, speciality crews (research suppliec,

update chemicals, purchase equipment, answer emergency telephone calls, keep
records, use computers).

POSITIONS - TRAINING:

minimum qualifications:
physically capable of

Gradell Domestic
. Grade 4 Cleaner

Grade 6 Janitor manual labor, high .
Civil Service Exam necessary SCh$Ol diploma .
for advancement to: preferred

Grade 9 Supervising Janitor
Grade 12 Head Janitor
Grade 16 Chief Janitor

I Grade 26 Supervisor

all training can be
acquired on the job
through courses in a
wide variety of subjects,
from basic writing, use
of computers, to air
conditioning repair

SKILLS AND TASKS:

keep buildings clean
including floors and
indows, carpets, wast
cans, furniture,
fixtures

READING SKILLS NECESSARY TO:

read and follow directions
on container'., take the
tests required for
advancement to
Lupervisary

positions

keep pgildings in good

condi 5pn: chafige light
U4 .

bulos{ ,unglog drains,

lay -infor-
mation about where

. . appro-
dilute cleaning priate
chemicals tq channels

proper
strenath

WORK PLACES:

indoors and outdoors around
apartment houses, hospitals,
office buildings,
manufacturing plants,
factories, schools, churches,
private businesses

both part- and full-time

P :
EQUIPHMENT work available

~ -~ - ey
:Tu\_’.;’ SprrAtRnire 2 g

squeqres . wer
and dry mops,

dust mops,
buckets,
-~ «—=lchemical
cleaners, ‘
l automatic scrubbers and sweepers
76
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RUTLDING MATWTENANCE WORKER

Answer the question and fill In the blanks.

where can building
maintenance workers
get training?

READING SKILLS NECESSARY TO:

MATH SKILLS NECESSARY TO:

WORK PLACES:

‘Q‘

TOOLS

» A0
ruww

EQUIPHENT:

QO
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A FISH RETAILER TALKS ABOUT...
FISHY BUSINESS

Sea trout, sea bass, ocean perch and scrad,
Blue fish, red snapper, whitefish and cod.
All of thesa and many more,

Can be fnund in this fish store.

1 work here curting and cleaning each day
The fish that arrive from the ocean and bay.
Lakes, rivers. streams, and brooks,

Also hold fish prized by eaters and cooks.

Some people like their fish whole,
And some just like the fillet.

My job is tb get either ready for them,
And do it without delay

Fish is high in protein and minerals.
Each kind has its own special taste.

1 know ow to cut it correctly and fast,
With th¢ least amoant of waste.

Now cleaning a fish is not too hard,

But lo.s of practice it takes.

with kifves, steel, and scrapers I must stay on my guard,
So I on't get cut or make mistakes.
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During every working day, 1 work at guttiug‘,scaling, filleting, and boning,
For each task there is a special knife which needs sharpening or honing.

For this, 1 use an oil stone or sharpening machine,
To kecp my knives and my cleaver razor-sharp and clean.

A clean cutting board and coolers, wrapping paper, and a sink
Help me do my work with the least amount of siink.

I use a large white apron to cover all my clothes,

So that when I go home, my wife doesn't have to hold her nose.

Working in the fish market is really quite pleasant,
Even though there is a fishy and salt water smell.

1 get to weet all kinds of people,

Who see that I do my job quite well.

Being pleasant and helpful is part of my work;
Besides being a fish cleaner, 1'm also a sales clerk,

I put math to work daily usiang cash reg‘ster and scales,
And 1 must also be friendly 1f I expect to make sales.

I figure out wholesale and retail prices,

Bused on the cost of fish to the store.

This includes a percentage plus profit. 3|0
Aiter a big fish delivery, this can be quite a chore. 2%, _l
This work is learned through on-the-job training. ~—;::i:
Once you master it, you have a good trade. ¥ ' ) R
Learning may take anywhere from one month to ten,
But when you're good you have it made. -

i)
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FISH RETAILER
F111 in oll blanks. Check all answers.

1. Nome 3 on-the-job skills or tasks of a Fish
Retailer,
1.
2.
3l

necessary for sh Retailer to the Job,

Name 3 tools or Egeces of ?quipme t that are
a {le
and 1 use for each

1. 1. .

i

i

)

i

i

i

i

i

i 2. 2.
i 3.
i

i

i

I

i

s

i

i

3.

NS

[11. Name and describe 1 work place.

! p—

1v. Name 1 place where @ Fish Retaller works,

1. e

Since a Fish Retaller may not do much reading
on the job, name 2 ways that math is used on

the Job.

2l —

sl
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COAST GUARD QUARTERMASTER

The Coast Guard Quartermaster uses four different methods (Celestial Navigation,
Dead Reckoning, Piloting, and Electronic Navigation) to NAVIGATE or GUIDE THE COURSE
0F A SHIP. Navigation includes determining or figquring out:
1) the course or pathway of a ship,
2) the ship's pasition or '"fix,"
3) the distance to a ship's destination,
4) the distance traveled by a ship.

Read the deflinitions below; then enjoy this poem which describes life as a Coast
Guari Quartermaster. Use a dictlonary to look up the meanings of other unfamiliar
words.

compass: @ card with a squg!ng needle which a'ways polnts to the magnetic North
Pole.

creft: & boat or ship.
E.T.A.: estimated time of arrival.

kingposts and beams: impartant supporting posts in a ship's “'rigging" (system of
useful chains, lines, and ropes).

starboard: the right side of a craft. The left side of a craft Is called port.

X WA
e

CELESTIAL NAVIGATION is an ancient way /,eﬂ”"'""'“
To quide a ship by night or dav. ,#ﬂ,_¢~»-
{ use a sextant to calculate the altitude of stars;

Other aides are the sun, the moon, and planets like Mars.

| use the sextant's mirrors, and | calculate and mix

The numbers on the sextant to determine our ix.

The sextant's used with a very accurate clock

Called a chronometer, protected from temperature, change, dpd shock.
It takes training, practice, and ljuls of skifl In math

7o let the heavenly bodies help you plot out your path.

82
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DEAD RECKONING is a way of using geometric degrees

-To determine our fix, and get on the course we please.

Three-hundred-sixty degrees form a circle; 0 degrees is “'dead. ahead."
Ninety degrees means ''starboard beam,!' as you've already read.

The name of this system is "relative bearing'';

it's more than handy for crafts which are sea-faring.

when - ackoning, | measure the distance between each fix with care,
And .ry to follow the course | set, preclisely.

Using compasses which point north, | get to know where

South, east, and west are, very nicely.

| use charts which are maps of our shore and water ways,

5o practice in map=-reading skills really pays.

| use PILOTING aides like buoys, ~andurks, and light

To help me navigate into harbors and inlets that are tight.

| measure the depth of the water with tead lines, or sound,

And an echo sounder keeps the ship from going aground.

You see, the time it takes for sound waves to reach the bottom and come back
is measured by this Fathometer, which no large ship should lack.

PSRt

ELECTRONIC NAVIGATION uses Radar and iLoran.
These systems helo us determine our fix and-our course, Or travel plan.

Radar plicks up radio waves reflected from objects at sea.
Using Loran, signals from outside stations help us find our fix, you see.

a3
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As quartermaster, | spend time on deck where the kingposts\ati'beams are erect&bﬁ"
And in the control room and pilot houte, with equipment that st be protected..
Though | work aboard ship most af the time, |'ve got one land-based working chore,
Using radio signals from the station house, | gpide nearby craft to shore.

\\ !

e [

| keep a daily travel Log, in which ! write a review of each day.

I | read tables and books describing the tides, and shorelines of ocean, and bay.
! do special problems, measure distance, time and spead; s
To figure out an E.T.A., | use precise measurements, indeed.

l For those who like the sea, and mathenatics, | recommend this work.
.} use math daily at most of my tasks, more than any sales clerk.
1 "struck® for my position here, a kind of on-the-job training.
And between my studies, and my daily tasks,

l There's no end to the knowledge |'m gaining.
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COAST GUARD QUARTERMASTER
Fi111 in all blanks. Check all answers.

What are 4 different methods of navi
pnat avigating o

1.

4,

I1. Name 1 tool or piece of equipment for each
method o7 navigation used by a Quartermaster.
. How 1s. each used?

SR ' T - USES

£ W N

[1I. wWhere can someoﬁe'get the training needed to

|
|
]
' . become ¢ Coast Guard Quartermaster?
|
|
§
5
|

1

A Aty i B " Ann

IV. Where does a Quartermaster work?
1.

—— -~

p 23
Aol V. Name the ways o Quartenfiaster uses math and
reading skill on the job.

w7

x e e —
o~ READING:

29
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Ra=:

Mike:

Mike:

Mike:

BUOYS AN[: BOATS:
An Interview with Mike Bodoin,
Coast Guard Boatswalin's Mate

Hi. 1'm Rae Gerome. | called earller to ask for an Interview.

Yes, |'m petty officer first class, at your service. My name's Mike Bodoin,
and 1'm a boatswain's mate {pronounced bdsun's mate).

Well, 1'd like to learn all i can about life in the Coast Guard, and as much
as | cun about your particuiar job as boatswain's mate. I've never been
expased to military life before, and when | read about the €oast Guard, 1 was
pleasantly surprised. 1 read that the Coast Guard's services include pro-
tecting the marine envircnment, and making all marine transportation safe

and lawful. Is that right?

Yes. You seem to have a good Idea about what the U.5. Coast Guard Is all
about. DIid you know that during peacetime, the Coast Guard is part of the
U.S. Departmenc of Transportation, and that in wartime, it's part of the Navy?

' No. 1| didn't Lnow that.

Wwell, |'m sura | can tell you a lot you didn't know, because the Coast
Guard involves lots of different kinds of work. it's more than a job, it's
an occupational way of life.

How many of you live at this station?
well, this Is an unusual station, In that there are only 11 of us here.

what do you all do on a typical day?

well, of course, we're always on the ajert and are tuned In to our 24 tour
radio, in case we're called to go on a rescue mission, and we do spend some
of our time enforcing fishing and trade regulations, but most of our work
involves some aspect of buoy maintenance. )

-~
-

Buoy maintenznce? You mean you spend most of your time maintaining buoys?

That's right.

»
\u,-\

Hem. | guess it's just hard for me to

imagine what you do to the buoys. 1've
always taken them for granted, thinking
that they're just light plastic floats

that stay In place in the water.

Ho, Ho. Well, buoys are lots of things,
but they are certainly not light. Why,
buoys can welgh up to i5 tons. And
they're not plastic either. Wwhen we
work on them, we use special cranes and
other heavy equlpment. Each buoy we Be
work on probably saves hundreds of ships -

36



and thousands of lives each year by pointing out shallow areas and obstructions
and by serving as guideposts to the quartermasters or pilots who direct ships
and boats. Buoys are this country's most ccrmonly used navigational alde, so
tending and maintaining them is a big responsibiliity, and one that makes us
feel proud of the kind of work we do.

Rae: S50 what do you do to the buoys? Clean them up?

Mike: Well, yes. But 1'11 bet that when you think of cleaning, you're not thinking
of the kind of heavy work we do on buoys.

Rae: Do you scrub them?
"

Mike: We are constantly fighting a battle against rust, cor-osion, algae. ard damayew
from ice and poorly managed boats. We use sandblasting equipmen:, grinding
wheels, wire brushes, chipping hammers, and spattal patntscrape T Tvebuwoys—
are inspected by u technlician, and we may need to do some welding to repair
cracks. We also hammer out dents. Then we paint and number the buoys, using
special brushes and antl~corrosive paints. And we Install new lighting and
replace batteries. As boatswain's mate, ! supervise this work, and sa | have

‘ l to know a lot about paints, brushes, scraping and chipping techniques.

-

Rae: Wow'! That's a lot of work far one buoy. And if each one welghs :\ousands of ™
pounds, how do you get them all to the stationf

Mike: Every boat is rigged, or equipped for maintenance work. Our cranes lift the
buoys, and these cranes are operated by a compl lcated system of wires, chains,
ropes, and line. This system Is called the ship's rigging. And as boatswain's
mate, another one of my responsibilities is to supervise rigging activities,
and to inspect the .lgging regularly on our boats.

Rae: So your rigging is everything that helps you 1ift things?
II fike: Yes. Our rigging helps us 1ift and tow things too. The riyging itself sup-

ports the kingpost and mast. Since 1ifting and towing are so important tu
the Coast Guard, proper rigging is very important. Some oﬁ~the most basic

7
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l and useful skills | practice are making specldl knots e
_ for the rigging, and making and splicing, or repairing, Carge Hock
the ropes and lines that form part of the sling and
' pulley system of the rigging.
Rae: Do you do this work with your bare hands, or do you (::::::::='
l use special tools? : Woeden Fid
‘ Mike: Well, making rope can b: done with one's bare hands.
' It basically involves twisting and colling move-
I ments. When we splice rope, though, we use tools Mol .
1ika this wooden fld, or we use a metal merline
A spike. The pointed ends on these tools help us
weave small fibers of one rope into the fibers
of another rope.
Rae: Besides Inspecting and supcrvising the wurk o boat rigging and buoys, do you
l have other responsibilities? :
Mikes Yes | do. | also take responsibility for. securing most items to the deck and
_ I for anchoring and mooring operations.
Rae: What is "mooring"'?
. .
ll Mike: Moorirng is a very secure type of anchoring. Besides aii that, a» bod Lawain's

mate, | supervise all deck duties, and mey even do a bit of navigating. That

means guiding and steering the boat to its destination.
Vo3
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Mike:

Mike:

Mike:

Rae:

ke

wow! 1'm certainrly leurning a lot from this intervies. Where did you learn
sverything you know?

well, in the (oast Guard, there are basically 2 ways to learn, and to rise in
rank and responsibility. Most of us learn through on-the-job training. In
the Coast Guard, this is called "'striking' ior a position. "Striking'' means
going through a sort of appicnticeship training. For instance, If you strike
for a boatswaln's mate position, you'll work with a boatswain (shortened form
of boatswaln's mate). You'll probably start out doiny menfal tasks, but as
you learn, you take on more responsibilities and get plenty of practical
experlence. You must also study while striking. Then, when vou've had

some experience working with a boatswain, you take a test. tf you pass, you
may be promoted in rank. That's how | became a boatswain's mate first class,
and | started out as a seaman's apprentice.

Can you advance in rank by golng to school instead?

Well, some people prefer -to go-to school. The Coast Guard Academy for offlicers
takes b years, and while you're there, you do more than just schoolwork. °*
There's pleaty of opportunity to get practical experience, since all Coast Guard
schools are located on waterways. Other®schools take less time. There is

a boatswain's school that offers a 20-week course In practical experience and
academic studies. '

Academic studies? You mean you need to study math and reading too?

You bet! Reading Is important in the Coast Guard because we all do a lot of
paper work here. Every time we do any kind of maintenance work on a buoy,

for instance, we've got to write a description of what we've done, and why,

or we have to write a report to tell a technician what we think shoud be done.
And we use math plenty too. We check
the position of each buoy regularly
using charts that show latitude and
longitude. Latitude shows how far north
or south the buoy {s: longitude measures
ow far east or west the buoy is. We
take careful measurements, and use

these charts to help us reposition the
buoys too. This is really important
because a buoy that's in the wrong

place can b: more dangerous than no buoy
at all. Besides all this, If you can't
read and do calculations, you'll never
be able to pass a test.

N

Hom. Well, | think 1'd 1lke the kind of work that you do, myself. | love water.
and though | don't know much about boats or other water craft, now I've got

some motivation to learn some sea-worthy skills Including what { learn in classes
at school. Thanks so much for this interview.

My pleasure. Maybe 1'll see you on deck someday!

3)
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COAST GUARD BOATSWAIN'S MATE ’
Fill in all blanks. Check all your answers.

I.

I,

I,

IVC

V.

what are 3 tasks or responsibilities of a
Boatswain‘s Mate?

1.

2.

3.

o T ot

iame 3 tools or pleces of equipment used by
gsgguggﬁgln's Mate on the Job. What is each

T0Ls  USES
1.

2, _ 2.

3.

what {s 1 way someone can get the training
needed to become g Boatswaln’s Mate?

1.

where do Boatswain’s Mates do their work?
1.

How do Bodtswa}n's Mates use math and reading
skills on the job?

MATH: —

READING:

90 _
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Helen Tobin,
Cooperative Extension Agent

Hello, my name is Helen Tobin. I work for Baxter County as a Cooperative
Extension Agent. A Cooperative Extension Agent 1is employed by the county and
the Land Grant College of the state to teach, to distribute educational mater-
ials, and to help commumnity members solve problems on farms, at home, or in
their commmities. Mainly, this is a service job and a teaching job rolled
into one. I have to use all kinds of media: pamphlets, newspapers, magazines,
radio, 1V, slides, and photography to get information to people wio need help.
In many counties Extension Agents help set up committees. I just started a

vegetable growers committee foxr vegetable farmers. Cooperative Extension Agents
also send out monthly newsletters and other helpful information to the committee

members on a regular basis.

cr——

There are three branches or departments of Cooperative Extemsion in each
county: Agriculture, Home Economics, and 4-H. The Agriculture department fills
needs in the farming community, whether it be dairy farming, fruit farming, vege-
table farming, or any one of a number of specialties. The Home Economics depart-
ment £fills the needs of the homemsker: foods and nutrition, sewing, family man-
agement, child care, and many other specialties. The 4-H department fills the
needs of the youngsters. Children aged 8-18 can be <-H members and participate
in activities in many areas: foods, clothing, animals, vegetables, photography,
cawping, demonstrations, and county fairs to name a few. All three departments
serve their own populations but also cooperate and help each other whenever
they can.

1 started our as an assistant Cooperative Extension Agent in Hilldale
County after I had graduated from an agricultural college. 1 speclalized
in vegetables at college, 80 many of the courses I took were about vegetables:
planting, growing, diseases, and insect control for exsample. Some of the
maln concerns in agriculture right now are loss of top soil, finding good
workers to plant and pick the crops, inflation, and energy. I learned about
these thirgs in college, as well as about farm management, plant pathology,
and culture of solls. 131
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l A farm background was not oveessSary for Lecoming a Cooperative Extension
Agent, but the college required that 1 do some kind of agricultural work. T
chose to work summers helping a fammer with his vegetable planting and haying.

II The Land Grant College of the state helped me find my first job by keeping

my application for work on file. when there were job openings, the College
reviewed all of the applications and chuse 10-15 suitable cnes. Then the county

II requesting an agent could choose from among these applicants to fi1l the position.

1 started work in Hilldale County as an assistant agent. After five years
as an assistant, I decided to go back to college to get my Master's Degree in
Agronomy. (That's the branch of agriculture that deals with the raising of crops
and the care of the soil.) When I earned this degree, I started looking for
another job with more responsibility and higher pay. Again, the Land Grant
College of the state helped me find a job using my updated spplication. I went
on several interviews in different counties and finally I took a job here in
Baxter County. 1I've been working here ever since. Thal's six years now. I
teach classes in vegetable gardening and I visit farms and help farmers plan
_-'..».- ‘..,‘_.mu-memle,gggvg_igg_gg__;gg_y-__c_;ggwu_;g__lg_e“_a_profit. I also introduce new vege-
~ tables to farmers so they can expand their producé Iines. T answer alli-kinds -
of questions about gardening. When I don't know the answers I look them up im
the United States Department of Agriculture (USDA) publications or other resource
books and send out the information to the people requesting it. Of course, one
resource I use often is the Land Grant College of the state. The people there
arc always researching, developing, and writing about new methods, producta,
and ideas in all fields, especially energy conservation, soil management, ani-
mal teed additives, and developing new hybrid plants resistant to disease. All
this information is sent to the counties where .1 then forward it to the farmerxs

and community members who need it.

o ——

| TUACRE
N
| MEAT - ¥
\ ALFALFA § 2
Lo

what do 1 do on a typical day? Well, here's today's schedule: answer the
mail, return som: phone calls, plan a demounstration for a lacal 4-H group, help
1 homeowner with a gardening problem, read a new gardening magazinc, attend a
luncheon meeting with tte frult growers comnittee, return tu the office to make
a phone call to the Land Gramt College to plan a county-wide demonstration.
Thea I'm back on the rcad to visit a vegetable fartwer, and finally, 1 head home.
Somet imes 1 attend conferences which may last two or three days. 1 also arrange

4s
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and atiend tours of fnterest to (ummunity members. And once in a while, I
might he away for a week to takhe some in-service courses—--usually offered at
the lLend Grant College.

Now for the tools I use. They include date bogks and calendars, a tele-
phione, computers, research books, USDA publications, other Cooperative Exten-
sion Agents, and many county agencies, I use the telephone a lot. People
call in needing {nforwation or help with problems. I use the telephone to
arrange meetings or teaching space. Since I do a lot of traveling to meetings,
to farms, to other counties to prepare for educational programs, and to attend
committee meetings, my car is an important tool, too. It gets me where I have
to gn.

T have a busy schedule every day but I always try to set time aside to
catch up on my reading. Reading and math are both important skills I use on
the job. I always have reports to fill out and techunical journals to read.
Once I've read this information, 1 have te interpret it and sort it out. Then
I send it to the appropridte farmers or community members who need it. Other
akills which are helpful to a Cooperacive Extension Agent are a clear writing
style, ability to speak well in front of an audience, and, where the population
ia bilingual, speaking another language. Often a knowledge of enginee®ing or
aeology could br helpful, too.

Now, there arcf LRy n any Job, but this job has fewer than
most. One hazard thart 1 try to aveld is losing the trust of the farmers in
my county. ¥ carefully research any problems they have so that the informa-
tion 1 give them is accurate and doesa’t cause " orse problems. If 1 give
wrong Information, 1 could lose my credibility and the trust of the farmers. .
These farmers would not bg so quick to ask for my help in rhe future.

46
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1 could pursue more achooling and
1 have is fun and ilexible,
t I have the chance

If 1 wanted to sadvance in this job,
get a higher degree. But for the most part, the job
I work with perceptive and responsive people,and as an agen
to meet and work with many different people.

-

NITROGEN LEVELS

TOMATOES 11 -

PEPPERS i

BUSH BEANS - 3

SavASH RS 4 !
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QUIZ YOURSELF

Cooperative Extension Agent

Helen does many different things at her job. One main tesk is to
teach classes. Name 3 other gkills or tasks Helen does on the job.
(Look at pages &4 through 46.)

L.

o

-~ e

3.

Helen uses many tools and pieces of equipment on the job. Name 3
of these and 1 use for each. (Look on page 46,)

TOOLS USES

To become a Cooperative Extension Agent, Helen
had to go to college. What kind of college
did Helen attend? (Look on page 44.)

What kinds of courses did Helen take?

Now name 2 of Helen's work places. (See pages 45 and 46.)

1. 2.

Name 1 way Helen can advance in her job. (see page 47.)

Name 1 way that Helen uses math and reading on the job. (See page 46.)

math reading

Name 2 other skills that are necessary for Helen to do her job well.

-——
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CRGANIC
TRUCK

FARMER:

A FARMER WHO GROMS VEGETABLES AND
TRANSPORTS (TRUCKS) THEM 70 THE
PLACE WHERE THEY'LL BE SOLD

—~——

A

9 AM the next morning....

Tomorrow | begin
my Shadow Assignment.
t'11 spend the day with
Bcss and Dick Marqo,

and Benita and Wes Johnson,

who own and operate

an organic farm,

That means a day in the sun for me,
Just what { need!

I'm Carol Newsome,
from Central School.
Are you Dick Margo?

wWe've becn expecting you. Call
me Dick, and hand me that socket wrench
beside you, please.

Yeo, thanks. Old Gerald here has broken down 3 times already this
morning, but we figure we can still get a lot of use out of this
old trec.or. Even though it needs repairs often, we can handle
them as long as we have a repair manual, the replacement parts we
need, and the tools to fix whatever breaks down. Is there a
monkey wrench in that tool box beside you?

A salesworker came by here last week and offered us

a special deal on a brand new one--$20,000, a lot
more than we want to pay. Old Gerald here cost

only $1,000, used

of course, and we

did a lot of shopping

around at auctions
for that kind of

Yes, here it ds.




There sure are a lot of tools in this
‘pr. And here's more boxes of tools!

rep. And there's more in the barn. We keep our implements for the tractor in ther;‘\\
‘0o--the spreader, the tiller, the harvester-~that's the seeder behind me. The
altivator's in the barn, too. It's next on ‘my repair list. There's no toal we

an't use on the farm. We use mechanic's tools to repalr our tractor and truck, and
-arpentry and masonry tools for the rough construction we do--like buiiding our pack-
ing house next to the barn. And we have electrical and plumbing tools for maintenance
wn the house and outbuildings.

fou saund pretty self S"ffiCie"t‘; iHe try to be, which means that repair and;

maintenance of farm equipment and
machinery tops our list of skills and
tasks on this farm. We depend on the
tractor in all stages of producing food,
including tilling and fertilizing the
soil; sowing, planting, and cultivating
the crops; controlling pests that attack
the crops; and harvesting what we grow.
And, without our truck, we couldn’t get
our harvest to market, so we have to keep
it in qgood runnina condition. That's
what Benita is up to over there. She's
tuning the engine on Our Blue Bomb.
There! O0ld Gerald's ready to work some
more. Come with me. 1'l1 introduce you
to Benita.

market this afternoon.

[ @‘waoubwi“bereadvtog;\
L)

rBeniigjrthis 's Carol Newsouiij)
~ —

i

. ‘ u _; ””4’. -
that's< my son Mike. 1'11 take him with >t
I me now. ‘Nita. }'m going to repair the

cultivator. Wes plans to cultivate the
beans this afterncon, if 0ld Gerald

o cooperates.




Yes. We also sell wholesale to the
health food store and to a few restau-
rants in town. But | like retail sales
at the Farmers' Market best because |
enjoy setting up ettractive displays and
dealing with customers. People like ma
g right off because !'m always smiling.
Also | can figure prices quickly aal
accurately, and people knaw | deal fairly
with them. Public relations is an |
important skill in sales, especially for
organic operations ilke this one.

Do you sell your produce at the
Farmers' Market?

C - e g e W - s

well, we don't use chemical fertilizers
or sprays for pest control. Instead we
use manure and compast for fertilizer
and things like wood ashes or rotenone b
for pest control. And ours is the only
farm around here that's run by 2 fami~
lies, both living on it.. Plus, we grow
vegetables, and everyhody clse ralses
cows. We're different from the rest of l

the farm community in ways that are
pretty basic to the way of life around
here. Folks are somet imess suspicious of people who make an effort to be different.
But the way | see It, it's up to us to convince everybody that our differences can
be assets to the comnunity-<-and to let everybody see that we're just llike them when
it comes to basic values like working hard and be!ng honest.

Over here, Besﬂ

i Carol, Come with TSRS
me and '] show you
\how the seeder works . B

s
P

5\
-
>

Bess, this is
Carol Newsome.

6

let's see, now. | want to sow 5

acres of coin, and | need 10 pounds
of seed per acre. That's 50 pounds
—e- i

f;;u do you just pour the §0~pounds

of seeds lntu the scouer s

i N

1 v
No, nut yet. Fir‘é i have to
calibrate the equipment.

[ what does '‘calibrate” mean?)

Well, to calibrate the seeder, | make 2 adjustments on -it. First | set the Size
of the opening here so that only ~ corn kernel can fall through at a time. Next
| set the diameter of the cylinde: :hat holds the -corn 50 that the kernels will

drop out at 8-inch intervals.
o
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Do you have tow ,;QS. in fact, to know how much of anything--manure, lime, seeds,

~calibrate the or whatever--we should apply to the flelds, we figure out the quan-
seeder every tities per acre. We have to compute basic amounts every day. And
time you sow we use other math skills to run this farm, too. We keep track of

a different
kind of seed?

what [t costs us to produce our crops so that when we sell them
we can make enough profit to pay for our 2 bhired workers, our mort
\g2ge on the fdarm, our taxes, and our day-to-day living needs.

R

__.-—"‘/ -

That sounds like bookkeepirg. Bookkeeping?

That's right, Wes. | Nas“

just telling Carol here’

about some of the math 13

skills we use to run our § 1
farm.

of &7

Carol, come with me to get;
Nike, and then up to the

house. 1'11 tell you some fBookkeeping is essential for us. "we have to keep accurate
more about the skills and J records of the money coring in and money going out. It
tasks necessary for farm makes it easier for us ta flgure out our income taxes,

ranagement, in the kitchen. §and it helps us figure out what we can afford to grow.

- 1« L X
, . g

«Ghat do you mean? [

—

well, if we were plantang that 5 acres in asparagus instead of seeding it in corn,

we'd be putting down $300 worth of asparagus roots instead of $50 worth of corn seed.
We'll make about $500 bn the corn this year. It would take 3 years for the asparagus
to produce a yield, but we'd make $3,000 when it did. Right now, we can 't afford to
wait 3 vears for 3 return on our money. But we can plan to grow asparagus, maybe in

2 years.
52 -
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Yes, the amunay farmers lose each year can be taken off their income
taxes, for the first 5 years. But the 4 of us on this ferm just

don't feel comfortable losing money on top of being in debt, so we
run our finances differently from the way most farmers around here
do. For Instance, we plan to pay of f our mortgage quickly, and we
always buy used equipment we can pay far instead of borrowing money

the bank to buy new egui t.
!
1\ Y
/

ol

" But | thougm‘
farmars were

. glven a tax

1 break for

i\ losing money.

« X
It sounds like you have to watch \lhat's cooking, Wes?
your money pretty carefully. @ - § 1t sure smells good!
' That's my homemade

pea casserole.

s
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we do. And right now 2 of us have outside
jobs to help support the farm. Benita
teaches English to Spanish-speaking students ‘ \

in night school, and Dick's a computer Y Come help me set
programmer for 10M. the table, Carol.)\)

So }' 11 be working up here in the office the rest of the day.
\ i have to send out some letters to suppliers and pay some bills.\
\ Also, | want to look over the new catalogs we got last week. /

I\

\ .
Come with me to the packing house, Carol .\

-
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{'ve seen the barn, the fields, and the office up at the house. Besides the packing
house here, are there any other places where you work?

,»/ /s 7 / .-‘ / / /
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{Eétl, we have a small garage where we store some equlpment, ~—

We work in the truck, on the road, and at vegetable markets Sure, and 1'11 say
{ and stores. Most of our work, though, is right here on the goodbye to everyone
farm, rain or shine. Now all the peas are packaged. |{'ll else before | ride
drive Our Blue Bomb over here and load up. Will you tell back to town with

Dick we're ready to go? you.

I can see lots of advantages in being an organic farmer. You're not exposed to large
quantities of taxic chemicals, the air and water on the farm are cleaner than in town,
\i?d you sure get lots of exerclse ant. good food. Are there any hazards in your work?

’.I , ..'., ' /
/ / A4

R . ';/ ;// 4 / , J/
—12515252;Yr | T Lt

Yep. The weather can be a hazard when it destroys your crops. And driving in the
rain is a hazard. in fact, working around machinery, like we du, always demands
caution., -And even organic pesticides can be hazardous in large quantities, especially!
to people who have a‘lergies.

————

~
it stopped raining!
And here's the

Farmers' Market.

Well, | don't have allergies, and | really like the kind
of work | saw today. How could | get training to become
an organic farmer? .

A

“Well, to learn management skills, you could work in afsmall retai?\
store that buys and sells produce, or in the produce section of a
suoermarket. You could also learn management skills at an
agricultural college. You can lcarn how to grow crops organically
in your own garden. Working on a truck farm, you'll learn how
important discipline is.

(Hhat do you mean?




Our work isn't glamorous,
and it's not easy, but we
share wost tasks and

responsibilities. And we

\\\sure do like what we do.
\ \ N\

v badu'i thought of that.
You seemed to bLe having
such a qood time at

your wurk today.

/

Farming Is not a 2-to-5
job. There are long
stretches of very boring
work, in the sun or in
the rain.

7T 7/
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| like it too. After school's over, I'd like =
to talk to you about a job for the summer. ;?ﬁﬁ ==
- .‘——" 3
> \ry?,
Good! We'll be seeing you then.

These snow peas look delicious! How much are they?.

1;'-
<:;> Ninety-five cents a pound, and they taste 1'11 take
as good as they look. Try one. ’ 3 pounds.
T\ LA D
»
~7,
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1'}11 have & pounds
of peas, please.

iﬂow much are ;he { learned so much today from
gorgeous pcas “uShadowing''! Now 1'll write

about it in my "Mission
Information'' report.




ORGANIC TRUCK FARMER REﬂL

1. Name 3 skills and tasks an organic truck farmer performs on the job.
(1)
(2) ~ . , e
(3)
2. Name 3 tools or pieces of equipment and one on-the-job use for each.
(1)
2y —
(3)_-
3. Name 3 math skills used on the job.
(1) —_
(2)_ |
(3) B =
4. Name 2 kinds of things an organi; truck farmer might read.(look bn}pages 49 and 53.
(1) | (2)
5. Orgamic truck farmers use other skills that can be learned in school. .
Name 2 of them. .
(1 | (2)
6. Name 3 places where an organic truck farmer might be found at work..(See page 5h.)
(1) (3)
(2)
7. Name 3 places Qhere a person might get training to become an organic truck farmer.
(1) ‘ : (3)
\2)
8. Working conditions of an organic truck farmer are discussed on page

List- 2 advantages and 2 hazards.

ADVANTAGES HAZARDS







FARM CO-OP MANAGER

Mark: Hello, Mr. Lyons. Thank you for taking the time to talk with
me. | know you're very busy here at Farmway Feeds and Supplies.

Mr. Lyons: Oh, that's all right Mark. We are very busy selling all kinds of
things: feeds and gralns for animals, seeds and garden plants,
fercilizers, lawn mowers, cooking grills, work boots and Jackets,
fuel oils for home heating, appllances, canning supplles, repair
or replacement parts for farm equipment, and just about anything
you can name that would be used on the farm or in the home.
Farmway Is a big company and “as many stores throughout the state.
Because Farmway is so blg, | can buy goods in large quantities
and pass the savings on to the customer.

Mark: That sounds Jlke a good deall But what makes this a co-op?

Mr. Lyons: Well, Mark, Farmway started out as a co~op more than 40 years ago
' when a group of farmers got together and bought a train car full
of grain. Then each farmer took a portion and paid for that
amount. Each time these farmers needed grain or- seeds they would
buy in bulk and share the costs. Eventually the co-op got blgger
l and supplied more and more items. The farmers decided to sell
. stock in the company and each farmer bought shares of stock.
Today the co-op aspect of Farmway is still alive. During the
I ’ veag Farmway offers bulk buying of many different things: paper
products (tissues, paper towels, napkins), fresh fruit (grapefruit,
oranges), and frozen foods ( strawberries, blueberries, pizza,
orange juice). Customers preorder the merchandise and arrange
' to pick it up on a specified delivery date.

Mark: So buying in bulk can pay off for the customer?
Mr. Lyons: That's right, Mark. Wwhat can | tell you about next?

Mark: You have a pretty important job here. How did you get to be a
manager at Farmway? ’

Mr. Lyons: It was easy. | lived on a farm as a youngster so | knew about
this company. After high school | got a job with Farmway driving
a petroleum delivery truck. That was OK for a couple of years
but | wanted more responsibility, something that would lead to
higher pay. So | went back to school for courses In retail
business. The Farnway company sent me to a different store
as a trainee. During summers and vacations | continued to take
courses, often paid for by Farmway, sometimes paid for by me.
The next step was as a trainee manager, which meant another move
to a different location. Then | finally bacame a full mananer
with a store of my own. | still cantinue to take courses on
vacation time to keep up with néw ideas in management. | also
have a special degree in Turf Management. That means | know
all about lawns and landscaping and can help my tustomers with

h8
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planning and planting or with any problems they might have.

Mark: Gee, | didn't know you had to have that much schooling.

1

Mr. Lyons: Oh, It wasn't so bad, Mark. Sometimes the courses were only
three weeks long, sometimes six weeks. But they were intensive
weeks. ‘

|

|

|
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know what ycu do at work all day long.

Mr. Lyons: Well, Mark, 1'm ultimately responsible for everything that goes
on In this store. Parsonnel handling Is one of the biggest parts
of my jab. | hire employees to work in the store to stock shelves
and keep them clean, to run the cash reglster, carry heavy bags
to customer's cars, and orice the stock. If employees work well,
| will encourage them to try to advance. If they don't work out
I'm also the one who has to fire them. Advertising is another
big part of my job. The company helps me with advertising by
supplying me with advertising layout as much as seven months in
advance. That way | know which products will be on sale and when
they will be on sale. Then | chobse which speclals to advertise
in the newspapers and | send the ads into the papers. | must
also make sure | have™nough inventory on hand so | don't run
out during a sale. When an Item is on special, | try to give
it a special display place in the store. | delegate this work
to one of the store clerks, but | am the one who has to say
where it should go to attract the most customers.

Mark: Holy cow!

Me. Lyons: And that’s nant all: some inventory or stack (§ seasonal. One
of my jobs is to order merchandise or stock in advance so that
it's available before the seasen begins. | have summer stock
on the shelves as early as March. By the time July is here, |
start bringing in fall merchandise. So you see, | do a lot of
planning on my job. 1 try to keep sales volume up by offering
items my customers need and want. 1f sales drop, 1'm In trouble.
! have to change the store layout or offer some special sales
to draw customers into the store.

59
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Mark: what's the hardest part of your job?

Mr. Lyons: The trickiest, most difficult part of my job is customer

relations. 1| try to keep all the customers happy. [f they

buy a faulty ltem, | must give them fair exchange or thelr
money back. Sometimes the customer Is not right,but | have

" to handie them carefully anyway so that they will be satisfied

and | don't loose thelr business. When customers apply for
credit, | am the person who checks to see |f they're good
risks. | must then reject or accept thelir credit applications.

Mark: Da you spend most of your time In this office?

Mr. Lyons: Oh, no. 1| don't just sit in this nice office all day. Somatimes
{'m out on the floor helping the customers. Sometimes |'m on
the trucks with the delivery workers. Sometimes !'m even out in
the field--chacking on products we've sold, llke the seeds and
plants or even animal feeds. 1| also work closely with cooperative
extension agents In this county and we share information each of
us has learned. Many times | attend meaetings with people who have
the same interests: farming, planting, anything to do with
agriculture. '

N

Y |
/ N . \

Mark: Now that | know what you do on t£; job and where you work, i‘d
like to know what your tools or pleces of equipment are and what
they are used for.

&®.

Mr. Lyons: That's a little difficult, Mark. | don't have many specific tools .ﬁﬁv
for my job. Oh, | guess you could say that the telephone is one
tool and | do use it quite often during the day. The same goes
for my pen. | might use a cash register sometimes If the store
gets really busy. 1 also have special newsletters and magazines
sent to re that are helpful in my business. But { feel that my
main tools are my education and my ability to get along with peo-
ple. My schooling, especially my special degree In Turf Manage-
ment, is a big asset because | need a wlde background of knowledge
to help my customers in chooslig the right items to solve problems
Wwith their animals or their crops or their Jawns. If 1 don't
know the answers, | must know where to get the answers. And

60
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Mark:

Mr. Lyons:

Mark.

Mr. Lyons:

Mark:

Mr. Lyons:

getting along with people is an important tool because In order
for Farmmay to run woll, the custom-rs and the employees have to
be happy and satisfied.

Gee, Mr. lLyons, It seems like you have to know a little bit about
everything. How do you do It?

Well, Mark, you know how vour teachers are always telling you to
read? Well, reading Is a big part of my job. Along with reading
tha publicatlons ! recelve and the advertisements | send aut, |
must also be able to read and understand receiving lawvoices,
freight bill of ladings (both truck and traln), and charts and
graphs. 1 am also responsible for filling in all kinds of forms.
And | must be able to read these before | can fill them In. For
example, | fill in payroll sheets and Insurance forms and environ-
mental protection forms (to show that Farmmway complics with
‘current environmental regulations). And math is Important too
because | have to understand bllls and rates and also taxes.

And knowing percentages and mark-ups helps too.

Mr. Lyons, | have one last question. What are your working condi-
tions like? Are there any risks or hazards?

You know, Mark, | really don't think there are any risks or hazards.
| have a pleasant office ta work In. The store Is heated in the
winter and cooled in the summer. This is a clean and pleasant
place to work. The company supplies coffee for all the employees,
a refrigerator to store lunches in, and a rest area where we can
eat or take a break. And we all get health insurance, a retiremfht
plan, and liberal vacation time. So you see, even though | have

a lot of responsibility and a lot of different jobs in one day,

I really like my work and enjoy doing a good job.

Thanks for chis interview, Mr. Lyons. "You‘ve helped me to see
what goss on behind the scenes hera. You have the kind of job

{ would like for myself in a few years.

it was my pleasure, Mark. Do well in school and come and see me

when you are ready to start work. 1'11 see if there are any
positions open then. Meantime you are welcome to come into the

store any time as a customer.
L
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FARM CO-OP MANAGER

Dsacribe 2 places where Mr. Lyons got the training he needed to become a Farmway man-
ager. (look on page 58.)

1)

2)

What are 3 skills or on-the-job tasks which Mr. Lyons performs at Farmway?

0

D - .
3.

S A —

What are 2 places where you might find Mr. Lyons at work? (See page 60.)

D 2)

What are ) tools or pieces of equipment that Mr. Lyons uses on the job? How is each
used? (S5ee pages 60 and 61.)

TOOLS ' USES

1

n

3)

How do reading and math skills come in handy for a farm co?op manager? (See page 6l.)

weading

math

Mr. lvoas talks a little about the working conditions at the co-op. wWhat is one of
the bLenufits Lie mentieons. {loww on psge 51.) '
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SMALL BUSINESS OWNER

Owning a small business is a big job, you see.
The success of the shop is my responsibility.
First I found a store location, put in counters and shelves,
Then I ordered attractive merchandise to please my clientele.

Talking to customers all day long takes a bit of a knack,

And with some hard-to-please consumers, I need a lot of tact.

For thé motto of the shop keeper is, "The customer is always right."
So L try to be nice to everyone, and never get into a fight.

Another task of mine is to train the people I hire.

They must know merchandise and prices, to find what customers desire.
1 teach them the things that I usually do

Like restocking shelves and taking inventory of items, old and new.

If you want co open shop, what kind of training do you need?
Well, vou can't be a shop owner based just on what you read.
Thorgn schooling is helpful, experience is best,

And being business minded will “feather your nust."

Be good with numbers, be good with people too.

Merchandise, sales style and shop design are all left up to you.

It's handy(%or a shop keeper to have a variety of skills.

Being parc-time caxrpenter, plumber, and electrician will lower your bills.
A shop owner 1s also a janitor, because a store must be kept clean.

GClass cases should be free from fingerprincs,so items can be seen.

Reading is a skill you must be up to;

This way, you'll keep up with trends and everything that's new.

Pick up your pen for the forms you'll be filling out;

Tax forms, order forms, and businzss certificates you'll have to know about.

b4
15j



Now we come to tools, and a shop owuner needs plenty:

Assorted racks, and lots of shelves (1 have over twenty) ;

A cash ruglster or adding machine to €ill obvious needs;
Paper, file cabinets, and catalogs to give You bu%}ness ieads.

Another important item that every shop owner considers

is a burglaxr alarm turned on at aight to keep out unwanted visitors.
Theft and vandali{sm can cost you quite a price;

Protection when you're not at wurk is something mighty nice.
Capital, if you don't already know, .

ls the most important tool you need to mske your business grow.

It's the money that you use at first to set up shop.

Yes, capital mess momey, and at first you need a lot.

An important factor that will help you to succeed

Is a good shop location. I1t's really whit you need.

All the merchandise in the world may all go to waste

If the customers you might have had could never find your place.

That's where advertising comes in handy; it lete the public know

Where you are and what you sell, as your increased -profits i%}l show. = ",

Now, you may be wondering how much a succeasful shop owner makes.

after seven years @y salary's tweaty grand, but I've had some\lucky breaks.
I must admit, that in my first year, 1 didn't make a cent.

The profits went intc mexrchandise and paying monthly rent.

Obviously, a business of one's own isn't all peaches and cream.

working day and night is par, and sometimes money's lean.

But the rewards of owning one's ~vm business can be great, -
Especially if working for anmother is vhat you hate.

You make your own hours, decide what to sell,

And if you're energetic and wise, all should go well.

e j‘% m ﬂ
L e e ¥

[ S

P, i m b + mas wn me

e caems o tae s ——

[ S S |

a = -&-MG_@_,

| g \‘ . ; 1
1

65
152

CH



N ' ! s
G/U /Z Wwhiz
SMALL BUSINESS GWNER §

ymall business owners all work to succeed, not to flop.
Jwen's place of husiness is her own

Guwen tells of the skills and tasks which help her business Lo grow-
Name 3 of them now in the spaces below.

- —— . t1 T e Wl A oo A o e = e

Cwrn describes the best training for this work in one word: - .

T o

The tools and equipment that Cwen seems to need -

Should be named in the mpaces below.

It shouldn't be hard, just carefully yvead. .
She mentions quite a few, so write down 3 in the spaces below.
TOOLS USES
L. . I
7). o B
N — S .
L4

Small business o'mers all practice reading and math.

un the way to success, these skills help to form a path.

In the spaces below, describe how each skill comes in handv
in any Lusinesa from selling land to seiling candy.

math _

- e A & o A ¢ e
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Jeading
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Tn order tw answer thig last rhymwe,
Describe Gwen's working conditions ip terms ot on~-the-job time.
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' THE STCCK CLERK STORY ’
Muriel McCoy/lnterviewq James Padern
' NN 27 -

. Y :
Muriel: Hi. 1'm Muriel McCoy. ! blled earlier te make a’ﬂpointmnt for au
interview. You must be Mr. James Padern, the managing night stock clerk.

Lies: Yes, that's me. n a stock clerk here for neacly thirty years. (

wariz2l: Thirty yem:‘?/ée. you must have been my age when you started.

. dames:  Yes, yow might say 1've grown with the Good Foods Company. | started out

as a part-time stock clerk when | was a high school kid, over in the Martin-
ville store. Thet's the next town over. Now |'m the night-crew stuck clerk
manager here In Jacksen. Most people think a stock ~lerk Is just a job for
tigh school kids~-nut a real important job, and not very well paid. Maybe
that's true in some small stores, but not in a place like this where we -
serve thausands of people in a day. We have stock clerks working in shifts
twenty-four hours a day. [t's a big job,'and wail, iT the pay wasn't

good, | wouldn’t be here. :

~

dur «1: Would you mimd if | asked you some questions about what a stock clerk does
on the job?

james:  Wouldn't mind at all. Llet we take you on a tour of the store. 1'll tell
you wiat the job's about, introduce you to some of the stack clerks, and
show you the tools and equipment we use on the job.

Muriel: What's this concrete landing we're standing on? Do you work out here?

e e Il I | R
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svames . Thin is the loading dock where the tfucks come in daily froa three warehouses
, owined by Good Foods. These trucks deliwver almost all the lteome ya gell.
Day ‘crew stock clerks unload these trucks and divide the items according to
which aisle they belong in. This way, everything s ready for the aight
crow who ‘‘pack out! the aisles.
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Muriel: Wwhat dpes "packing out'' the aisles mean?

James: That means we take- the cases into the stare and put the merchandise or -
“stock'' on the shelwves.

Muriel: what kinds of Lools ard equipment do you use to ‘pack out'' the aisles?
James: See these low, wide crates made of rough oak? They're called ''skids."

Cases of goods come stacked on the skids. Then we use hydraulic jacks
to 1ift 21l tha rases onta a llhnat like this one here.

-
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: i CASES on A& SKiD

l- it's called a U-boat because it s shaped like a long "U' with a handle on the
. end. It's made of metal so that it can hold over a tow of merchandise. It

as wheels under it to make the pulling easier. It takes a lot of stamina
topull these heavy U~boats around.

- .
Muriel: Does that mean that only men dre hired to do this sort of work?

James: Oh, no. Anyone who's in good shape can handle the job. U-boats are essen™
tial in a store this size because so many. cases of stock must be brought
onto the floor each night. A small supermarket might use dollles or hand
trucks to move the cases aroumd on, but a U-boat can move many more cases

»at once. When the U-boat fs full, we pull it Into the store in tha correct
aisle. Then, the cases are taken off and put onto smaller carts called
"produce flats.!" We use a "cutter' to open the cases and a labelling gun
to price the items.

PRobDuLk FLAYT

auviel: So that's how you get the cases off the truck and onto the shelves!
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James: '

Muriel:

Jamas:

Muriel:

James :

Muriel:

James @

Mariel:

Well, stock clerks do a lot more too. Most of our day crew are part-tiwe
workers. They restock (tems as needed during the day, keep the shelves in

- arder, rebuild displays, set up carriages.of stock (wire baskets filled

with goods for the customer to buy), and they agso do some of the packing
at the checkout counter.: Then, of course, after a sale has ended, prices
have to be changed. Stock clerks use a price-~change cart to do this.

You must have full time workers to do these things too, right?

Right. All of our night crew work full time. Night stock ¢lerks have

quotas 'to fill. That means we each have to move two hundred cases of stochk
in a night. Any stock clerk who can not keep wp with the quota after the
first thirty days must look for another job. Night clerks also have to do
all the stock ordering, and they must keep an inventory of what's 'in stock,"
ar in the store.

How does a stock clerk know how much to order?

Stock clerks must figure out how much of an item will sell over a three-
day period., based on how much has sold in the past. Since we're ordering
in advance, we've got to keep on our toes and use our heads to do some
basic arithmetic on this job.

Gee, there's more to this job than just stacking stock! If a stock clerk
has to order merchandise as well as stack it on the shelves, then a stock
clerk is a pretty important person around here.

Oh,yes. let me take you inside. This is Jane Rosen. She spends about
four hours in the refreshment aisle every night. She's seen more bags
‘of potato chips than you'll ever see in your whole life.

-

— .-

Her job is to keep this area stocked, neat, and tidy. She orders all the
items you see here, and she keeps an inventory of them. You see, every
ntock clerk can do any one of the tasks |'ve described to you, but most
of them specialize in one thing, or work in just une area of the store.
Jane's responsible for this aisle, and it's a big job.

! noticed the sign outside for a big potato chip sale. Who sets up the

~ S
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James :

Murlel:

James:

Muriel:

Jamen

displays here? {5 one person in charge of that?

Yes, Over there is Frank Dobbs. He sets up displays in the front of the
store. He's also the best stacgker |'ve ever had. Boxes of cookles, cans
of vegetahles, jars of jam...he\stacks them all up neatly and fast.

if | wanted a job here, what kind 'of experience would you recommend | get
firse? \

When people come in here for jobs, they don't need any experience. In
fact, sometimes it's best if they've never been a stock clerk before. That
way, we can train them to fit the store. That's called getting on-the-job
training. People must be able to read to get a job here, so that they can
do inventaory and make orders. And arlthmetic is useful since you have to
KNOw how many items should go out on the floor, ana how many items to re-
order. Let's face it, if you can't count, you can't be a stock clerk. And
a stock clerk has to look nice, you know, neat and clean. You can wear
blue jeans on the job here, as long as you look neat. Safety-wise, closed
shoes are a must, to protect feet from falllng cans and jars. That's prob-
ably the blggest hazard here: occasional squashed toes and maybe a little
pickle juice spilled on your pants now and then,

that brings me back to frank over there. wnen trank was First nhired, |
thought he'd never last. He showed up on his first night In his running
shorts and sneakers. Well, you're not suppased to wear sneakers on the job
either. Same old hazard: smashed toes. | figured maybe he'd be fast on
his feet, but not too bright. We like people who have good common sense.
Sometimes | think a person who can't dress right may not be responsible or
serious enough about the job. Well, | told him about the sneaker rule, and
Frank turned out to be an ace warker. In fact, he'll be signed up under
the union in just a few more days. ~

Stock clerks who work here belong to a union?

Yes. After thirty days, if full-time stock clerks are doing & good jub,

70
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Muriel:

Jamas:

Muriel:

James:

Muriel:

James:

they can join the union. If they do, they get lots of benefits 1ike med-
ical insurance, maternity leave, sick days, holidays, and parsonal days.
The union even covers employee grievances. That means [t represents
employees who have complaints agalnst the management. And the store
covers disabled employees. 5o you see, workers here have it pretty

goad. A worker who's been here six months gets a week's pald vacation.
And the longer you work here, the longer your pald vacation lasts. in
the summer, the store is alr conditioned, and in the winter It's heated.

This job is sounding better and better by the minute. How's the pay?

The pay is good, too. A part-time stock clerk earns minimum wage to start,
but after only a month, gets a ralse. Part-time stock clerks can make up
to $7.50 an mour. -uli-time stock cierks du cvon boiisis ¢£.25 an hour to
start, or $5.50 o« night crew. And a full-time night clerk who manages

the floor can make as much as $8.80 an hour. That's me.
How does a person advance to a managerial or executive position?

Well, now f | wanted, and had the ablility, | could advance to almost any
position in Good Foods. Formal education doesn't matter too much for jobs
within the store; It's really experience that counts here. Of course, a
person interested in managing a store would find business courses very
helpful, but it's not required by the company. Actually, the only thing !
can think of that requires lots of special training is computer work. More
and more computers are being used in the food store business these days.

Well, Mr. Padern, it sounds like you really like your job. Thanks so much
for the interview and the guided tour. {'ve really learned a lot about how
a supernarket runs, and just how important a stock clerk is.

Yes, my job is pretty important, and 1'm happy here. Guess 111 keep this
job. Besides, | have a month's paid vacation coming up!

EMPLOYEES
ONLY
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Can You Answer These?
STOCK CLERK :
| /

Describe 3 of a stock clerk's on-the-job skills and tasks,

Where ¢an stuck clerks be found at work?

James describes quite a few of the tools and pleces of equlpment used by stock clerks
on pages 68 and 69. Name 3 of these tools and describe one use for each.
: TOOLS USES

[y - -—

—— it e e —————— —

what kind of training do stock clerks need? (Check on page 70.)

om—— — e - C—— -

How do ‘stock clerks use math and reading skills on the job?

math

R

reading

T o — —— - ——

voward the end of the interview, James descrilfes some hazards and beneffis of being
a stock clerk at Good Foods. Name one of each.

hazard‘_..

R o e N -

benefit
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TAX ASSESSOR’S AIDE

A Tax Assessor’s Aide coilects and Keeps track of information about
land and buildings. or property. The information includes size, loca-
tion, neighborhood, and practical use of the property. The Tax Assessor
uses this information to figure out the value of tnhe property. The TaX
Assessor then decides how much money. OF tax, property owners should pay.
according to the value of their land and buildings.

Tox Assessor’s Aides spend about 10% of their work time in the
field, where they gather information. But most of an Alde’s time Is
spent in an office, performing other skills and tasks .

TOOLS AND EQUIPMENT

SKILLS AND TASKS

Gather information.

take pictures of land and
buildings

measure buildings
write down detailed infor-

mation about interiors and
exteriors of buildiags

T

camera

tape measure

saper and pen ' @’%’/

Drganlze information.

code information according
to standards set by the state

figure out square footage and
acreage, write it on property
record cards

decide on exact boundaries and
ownership of property by read-
ing property deeds

reference books, like et

Stats Manua! for Assessors ,:-'-2?. ‘
and State Cost Manual ===\
calculator, paper and pen % gl

property deeds, law books

1

~ .
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SKILLS AND TASKS

TAX ASSESSOR'S AIDE

{(continued)

Store and keep track of
information.

draw lines on tax maps

project soil conditions onto
tax maps in order to figure
out the practical use of

the land

feed all information into
computer

TOOLS AND EQUIPMENT

tax maps
(not legal
maps, since
they' re
drawn using
only
information
written on
deeds), ruler,
engineer's scale,
protractor, land
measure compass,
property deeds

compass

soil maps (show
swampy areas,

poor drainage

arcas, slopes, etc.)

-<:::T'h"*"*~» */
.
enginee r';:::::(

scale
computer terminal, computer tape,
keypunch machine

Keep all information up-to-date.

read and file deeds which change
hands through sale of property

¥eep tax assessment rolls up-to-
date (address changes, code
changes, value changes, demo!l-
itions, new construction, etc.)

records (like property deeds, deed transfers,
tax exemption forms), file cabinets

records, file cabinets

Carry out all other general
office duties.

tyvre and file copiees of all
letters and reports

answer phone, greet public,
handle complaints

keep accurate records of all
transactions

tvpewriter, file cabinet,
reports, notices

telephone,
outgoing gersonality

records, property deeds,
public correspondence,
legal notices

o emiyage & e e v e o
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TAX ASSESSOR'S AIDE
(continued)

WORK CONDITIONS

HAZARDS: Stress (from misunderstandings with taxpayers, lack of physical activity
on ihe job, dogs in the fleld)

ADVANTAGES: Meeting lots of people, steady work routine, fringe benefits (paid
vacations, sick time, personal days, health Insurance)

“EADING AND MATH SKILLS NEEDED ON THE JOB

READING: Ability to read, understand, and Interpret the following: correspondence and
complaints from the general public, legal opinions from the state, property
deeds, law books, reference books like State Training Manual

MATH: Abllity to calculate square footage and acreage, eeping, multiply, divide
add, subtract, use algebra to solve problems, convert old methods of measura-
ment (1ike chains, links, and rods) into feet and miles, plot deeds and

draw tax maps

OTHER SKILLS NEEDED CN TWE JOB

Letter writing, public speaking, public relations (getting along with peopie,
listening to complaints from irate taxpayers and not taking thelr anger personally),
Interpreting state laws to people, understanding of geography, geology,  and local
history (to interprat old landmarks)

Later....

hanks for explaining why
the taxes are higher this
year. 'm sorry ! threw

the paper airplane at you.
{ wasn't really mad at you
| was upset over my taxes.

aeanng the morning mail....

ﬁroperty tax is $100
more than it was last yearl
This is like robbery!!

Take that,
you crookl

d | A7)

At the Tax Assessor's office....

|
{

FRAINING NEEDED

'a

-

BACKGROUND: Some general office skills
ON-THE- 303: Two, onc—wosk cecsions of Assessor’'s Tralnjng; monthly meetings of

Trhens v

County Aséesgor's Association to discuss problems and procedures for handling
them, to clapify the use of new fofms, new laws, and new systems of

assessing prgperty 5
162



CHART-A-QUIZ

Begin filling in the chart with 3 skills and tasks and the tools or equipment
used to carry out each one. Then complete the rest of the chart.

SKILLS AND TASKS

TOOLS AND EQUIPMENT

WORK PLACES

2-

HAZARDS

WORK CONDfTIONS

ADVANTAGES

KINDS OF THINGS AN ASSESSOR'S AIOE READS ON THE JOB

2.

e ——

MATH SKILLS NEEDED ON THE JOB

2.

OTHFR ON-THF -.JOR SKI1LLS THAT CAN BE LEARNED IN SCHOOL

2.

KINDS OF TRAINING




HOSPITALITY
AND

RECREATION
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ROLLER RINK OWNER / MANAGER

Yy roller rink is an inexpensive place to go for erercise and fun.

wasrnesen du

~ All kinds of people enjoy the place——old folk, and ysung.

[ try, to make this place appealing, a good business technique.

I've hired many high school students, which makes this rink unique.
They're flexible about hours, and they're energetic too;

They earn money while they learn, and some earn credit at school.

As manager, to keep things running smoothly and fine,

I must hire coat-check, sales, and rental staff to warx part-time,

And rink gudatrds who work to enforce the skating rules.

I choose workers carefully; good employees are as valuable as precious jewels.

COAT CHECK

My responsibilities include offering music for every taste: \
Salsa, disco, and old fashioned songe.

" also check our supplies, and prevent things from going wrong,
And 1 figure out ways to eliminate waste.

Economy is important, as all managers will agree. { l )
I watch the money closely, that's called "keeping the books."

And I work closely with maintenance staff who repair and ¢léan everything they see,
Since business ofien depends on the way a place looks. '

The floor itself doeen'{ need much care.
We use hard meple #loorboard, and we leave 1E'bare.




My work is varled. Every night, I check out each work station.

At each spot, I find cut what I aeed to know through conversation.

1 cover the ‘ticket hooth, the rental bcoth, the grounda, and the rink.
My job bas more to do with people than you might think.

1 deal with customer complaints; I try to please them all.. v
And first-aid skills' come in handy if someone takes a bad fall.
N

[

py

This is a huge bwilding with central cooling and heat,
Expensive stereo equipment, and snack food for skaters to eat.
In two years, we've made the profit we've needed to pay

For advertising, and to expand. It's a groving business today.

I had to take out lans betore opening this place.
To start, I needed, 500 pairs of rental roller skates.
This alone was a-big investment at tremendous expense.

Then there were records. bopths, benches, and pinball games, which the roller rink tent
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Keeping the houks at restaurants helped me get the training I need.
Management and business mapazines help too. 1 set aside time each night to read.

1 keep up with skating trends through organizations of the "trade.”

. Roller Skating Rinks Of America js one, the RSROA.

Now, if you want to know how Lo get a management start,
Study management and’ business in bigh school. Take this advice to heart’

The hours here are unush; I'm free during the day. \
I work six or seven nights a week to earn my generous pay-
One drawback is the cost of a high-priced insurance policys
Ne're comsidered quite a risk, as & sports facility.

' Aut the bencfits of this job are great, because aB you can see,

1 love to be around all kinds of people, and busivess is buoming, indeed.

/

)



ROLLER RINK OWRER / MANAGER

amorier WHIZ OF A QuUiZ

AY

)
The manager of a roller rink 1Is tespénsibie for more thah you might think.

write at ieast tour rasks that you' ve read abuui hexe;
In the spaces below, let the answers appear.

I N - ) . .
. ?
) N
I This rink owner uses many tools, and some are expensive, you know.
Name at least three of these tools and their uses,here in che spaces below.
I TOOLS USES
1
'?)
3) y N - R
Roller rink mdnagers contribuute to the American scene of recreation. .
I'se the spaces below to name at least two of the manager's work statioms.
D o e _—
Y e } e e
e et e e e e e -

Meth and voading are hath used on rhis fob. DNDesaribe how in the spaces below.

find t h _

A o e e A e - s e -~ c—

realing
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Roller rink managers can get a start on their trainfng as early as high school days.
Menvion twe ways to get the training vou'd need to help you start on your wav.

l |
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RECREATIONAL THBRAPIST
(a ‘'shadow" teport)

I's Fred ¥oppell, and ['n a student at Siftown Righ School. I did my

shadowing at the Siftows Nureing Beme. When 1 met Mg, Goratia Williass, the
; iations) tharssiet. she was im her ofﬂmnﬂn‘_owawc

of activities for the patieats. I was surprised by the yariety of things e
had planned for ihat week: cookouts, weaving, biag, crafts, and eingalongs,

name & few.

i
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"yt " Committed to helping old pecple live wvith digaity," said Coretta.
'Autatmummmmmuuuh use their leiswre tims in
ways. Many patiants here need lots of medicsl caxe. Soms feal abandoned by their

sone patients who werq easily frustrated.
activities blindfelded, with earpligs, and bound to & cheir So that they ot
1t fesls to be frustrated by b1 tndaess, or deafassa, or belog shucl wheelchalr,

‘l; v - -
. -
2

That's part of the in-gservica training p T'we. developed."

"oy part of your jeb 13 to train the Aldest” X asked.

"Yes. Since I'm recredzional director here, 1 design the sctivitiss, sed
then see that bh?'mcarﬁd out- preperly. That includes helping the asdes o do
their jobs well.

i 82
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1 took & look around the recreation room. Coretta's "tocls™ were stacked in
different cornexs of the room: books snd magazines with extra large print, craft
supplies, games, yarn, & piano. The room was well lighted and clean. All of the
patiénts were busy, but they weren't all doing the same thing. I asked Coretta
how ashe organized all thias.

"Each patient has different nceds,” she explained. "See Joseph over there?
ne insists that bullding hirdfaeders is for kids, 8o he won't gec involved in
building one himself. But he loves to help Augelo with his birdfeedex. For Josepu,
belping someone else is wore therapeutic than making a product. And Ann Marie owver
there used to be so competitive about huw ®many picces of jewelry she nade that she
would cry whenever she thought that someone else might be making wore or working
faster. Part of the lesson ehe's learning through recreational therapy is that she
can enjoy herself while she's being productive. Now she ia relaxed enough so that
she talks to Beverly and Don while she works. She's really made progress in the

sense that she feels so much better about herself.”

/k

H1'd nbver thought about working with old people as a special fielid
can see that it sure is different from working with children."

"Ooh yes,"” answered Coretta. "gach of these people has lived a tull l1ife
d has a lot to share, but it takes lots Of patiemce and a special type of
sensitivity to hedp thee people find ways to come out of their shells pracefully,
and to make the most of their talents. Helping old people get well 38 called
"geriatrics,” snd it's & very {mportant field.”

Aftar the craft gesshon, Coretta and 1 met with Phillp Dwerka, a phvsical
therapist., Coretta and Philip explained to me how all of the vurs iug home staff
warks together as a team. Thee therapists keep records of their patiumr.' problems
and prograss. Nurses and doctors A0 the same 1hang, and évery eoming during

83
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“daily report,” all of the records are read aloud. Well, Coretta sund Philip
attend these sessions daily so that they know what's going on with each patient
they' aerve. Once in a while, theay wust also tske part im “case conferences" in
vhich the professiocnal staff discusses and makes recommendations about the treat-
aent of a particular patient.

"You really care sbout these people, don't youl" I asked.

"Oh yes. This kind of work ismn’t right for someone who just wants to maks

P [ PPN Jrregny | TS L T — Tt T e A
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to recognize and encoursge all cianges and improvements in each patient.”

"o all recreational therapists work in nursing homes, Corettal"

"No, Fred. Some work in children's homes and hospitals, or in schools or
camps for the physically handicapped. Many recreational therapists have 1eas
contact with their patients than I do. They might spend most of their tiwme in
offices designing recreational programs for various hospitals and treatment ceo-
ters. Others might choose to work im vocational school or commumity college
classrooms teaching techniques and procedures to less experienced recreational
therapists or aides. If I wanted to take courses in administration, I could
direct a therapy departmcnt at a hospital, or even be a consultart for various
hospitals.”

“But you are satisfied directing the recreaticnal activities right here al
the Siftown Nuxsing Home, right?"

"Yes sir. I like being with my patfients. Getting to know them and helping
them make progress is wvery rewarding to me.” '

" By the time we finished talking, it was time for amother activity aessioa.
When I walked into the recreation room, I could hardly believe my eyes. lora
Ritt from the Daring Maco Dance Rand was sitting at the piano. She was plaving
a real old fashioned called “"The Dewn Is Breaking.”" I asked her what she
wvas doing at the Siftownm Nuxsing Howme.

"I'm {nto using music to help people,”™ she said. "1'm working on a music
therapy degree at college, and I spend a few hours each week here with the
patients. This is my "field work,” or practical experience, and ft's really great.
1've learned more about music therapy here than I could have learned in any

classroom."
“Is music therapy a kind of recreatfion-

al therapy?" 1 asked.

"Yeah, Fred. As a music therapist, I'd

do the same kind of work as Curetta, but i'd

be using music in all of the activities that

I think up. It's amazing how important music

can be to some people who don't talk or use

their bodies much. Other kinds of recreation-
E: 7/} (‘31 rharapy are dance tharany and art theraov.
4 but I'm really happy with music therapy, and I

I also really enjoy working with old people. t'e

/ /\ thinking serfously about warking in geriatrics
777 when I get out of schoel.”

“By this time, the patients had entered
the room, and everyone was given a sinple
rhythé instrument to play: .tambowrings, drums,
bells, maracas, you name it. As lora played,
everyone clse played along. <Corétta and two
aides walked aroud the growp clapping amd
helping people who were having trouble. Then

A 3t
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_wa all did some exercises, moving our hesds and arms o the musjc. Besides being
fun, it was a listening exsrcisa, and am exaxcise in physical coordination. Later,
Corette brought out soms music hooks with the words and sueic to old songs in extra
lexge priat. That's vhen the sing-along began. Some people ssng; othars just
.:hutel:ed. Coretts described how much progress some of her patiente had made during

e last year.

kl
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After the sing-slong was over, Lora told me, "That sure went amoothly. It's
not always so easy, Fred.”

"That's trye, " sdded Coretts. We've really got to be flexible here, and
creative too. Our patieats don't always like what we've plamned for them."

"rhat's one of the things I had to learn hare.® ‘added Lora. "If I've planned
a sing-slong, and everyone wants to talk about old songs instead of singing them,
I've got to go alomg with it. Something good might come of it, like the time Mrs.
Feering started to sing old Irish songs for everyone. That turned into a spoaisne-
ous talent show, and no onc even needed the piano.”

i
[
k
[
[
[_
:
£
|

T “Lora's right," Coretta said. "We can't get hung up over our plams. We've
got to be flexible and patient.”
- _Well, by this time, my mind was really working. 1'd begun to wondex if this

sort of work might satisfy me, since I'd always 1iked older people, and I was the
hottest piano player in my class. "Coretta,” I asked. “Mow can 1 prepare for a
k career in the recreational therapy field?"
"Well, since communication skills are so important, 1'd certainly recommend
English courses. Not only do you use reading and writing skills to communicate
with patients, but you wmust keep records of attendance in roll books, activity
. plans in plan books, and daily progress reports on special report sheets. You also
use basic math to figure out the average attendance at weekly activity sessions, and
to orde- materials you'1l be using with the patients. And let's see...background
ip physical education and human apatomy comes in handy. But if I were you, Fred,
I'd try to get some volunteer experience here or in a hospital first. Then, if
you're srill serious about this kind of work, you snould siudy geilatiic rocveation
or social services at a community college. After gatting a degree, you'll need
three years of practical experieace before getting certified as a recreational
therapist or activity director.” '
“wall, Coretta, thanks for teaching me so muoh about your wov .- 1 ve. learned
that it takes a special kind of person to do this work, and to tell you Lhe truth;
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'd like to it myself." .
ral "I'm :?ad r.o"hur that, Fred. It takes enthusiasm, # vars pexsonality,

imagination, rhysicei stemina, and the kind of maturity that will help you deal
with other peaple's needs and problems all day long."

“I'm willing to txy." .
“Hell, 1'm glad to hear it. Maybe I'll see you hexe as a volunteer, Fred."
"] hope s9, (ovetta. It may be time for wme to staxt brush on some Sid-

time ﬂm on tht, pt.no.
z//
ad 4 ; ’-
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QUIZ YOURSELF
RECREATIONAL THERAPIST
Name 3 of Corwtte's on-the-job tasks.

1. _ .

2)
3

on page ¥red describea soma of Coratta'’s toels. Name at least 3, and describe hov

each is vesed.
TOOLS USES

&

| . .- — & e e A Ay g ™

vhea Fred looks aro the room, he first seas Cavetta's teols. ihat else does he

On page 43, Coratta describas many places where recraational therapists can Find werk,
Name 2 of thase.

1) 2) R

e -

- —

Where can recreational thevapists get the training they need to do their jebs?
Look on page 05.

b e em = . aow

am st o e o - B aanad rna e

Describe how Coretta uses amath and reading skills on the job.
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Besides special txajning and practice vsing rveading and wath skills, what personal
qualities should recreational therapisis develop?
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QUIZ YOURSELF

V .
pleces of equipment I use to do my job, and one use for each.

Name 3 tcols or,

TOOLS OR EQUIPMENT - . USES

-

— ’

What are the special weather conditions needed for me to do my job? (See frame #4)

Name my blggest wuck Lazard. (See frame #'11)

-
-

Name 3 places where you might find a ski instructor al work.

1' - o
2. ]
3. )
QUIZ YOURSELF CONTINUED ON NEXT PAGE

0 | 94
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Describe how . use math and reading for my job.

4

—

i - JRVORSOUY

. ‘
Name 2 kinds of training peeded v b a ski instructor.

-

[

-
‘ ". z. o ' : |
(See framc #10)

Nz~ 1 academic course I found helpful in Jdoing my job.
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ARCHITECTURAL DRAFTER -

Architectural drafters work as part of a team in the business of comstruction
Drawing new plans for structures to be buile,

And renovation plans for structures which have met with some destruction.

Yo start their work, drafters use sketches and "specs,"

(Guidelines for buildings) from engineers and architects.

Yhese specific instructions for a building’'s deaign

Help drafters draw plans, keeping form, use, and co’'t in mind.

in renovation work (renewalj, a drafter's tasks are listed below:

Trace the existing plan, and use standard symbols to show

What parts of the bulldings must be added on, and which parts of the structure must go.
ALl the parts of a structure are represented by lines, carefully measured for detail.
Bujilders can see all the structural dimensions, since plans are always drawn ‘
E:i%)ly to scale.

exiskin
lf existing

-

7%

Ie
p\llzz:: =

5N

g/r v t \_: b - — e
aui'dn-r‘[.,...........l“’,ﬁ:.1 ——=3 . q .
|

j%‘« t L | }

n N B ) S

Though drafters draw on drafting film or special tracing paper,

A machine turns these into blueprints used for building caper.
Drafters use engineering handbooks and calculators at length

To figure out a structure's desired capacity and stxength.

Drafters also suggest the best materlals for-a job.

To find the best at the lowest costs, they consult building catalogs.
Thesc materials are then listed in a detail~d descriprion.

A drafter's blueprint is a builder's prescription.

188
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Drafters' plans guide electricians, plumbers, and carpanters too.

The blueprints tell these workers how snd what to do.

Hembers of this construction ieam than begln to communicatc. .-
Exchanging ideas and opinions, they find solutions that are first rate.

T Send the bweprint o,
fhe eectrical engincess
e

- . ‘" :
in the ﬁm\ ].
. ;l‘\l:n"l‘il.unr oaa%
- _\ . biueprint to oud clitnl. -

and most get benefits like paid vacations and med{cal insurance.
On-the- job hazards are stiff necks and sore backs,
And when you're always standing on your feet, it helps to have endurance.

Drafters work at large drawing tables with tools to measure and draw.
Adjustable triangles help them draw angles, needed for every drafting chore.
Drafters use geometry all the time, and must check thefr figures' dimensions,
So math 1is too important-a skill fer me not to mention.

Parallel edges and T squares help when drawing paraliei lines,

And erasable pencil is the popular tool for drawing the drafter's desigoes.

k'

- '/r/. ‘ NN

AL ) 4
L)

I
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l Dratters spend most of their cime in quiet well-lit drafting rooms,
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prafters don't always work iadoors, though, depending on secondhand nCws. ..

They may want o lock at and draw a structure from many dif ferent views.

1q tids case, they'll visit “in the field" at the construction or renovation site,
And get ideas about which steps to take next, and which materiais will go just right.

fafore apprenticeship (on-the-job) training, studies at college are key;

Though high school graduates have a chance, most drafters have a college degree.
In high school, you can prepare now by taking Art cOurses,

And in your free time, get a pencil and draw anything, from automobiles to horses.
Physics comes in handy, and so do wood, electric, and metal shop.

After two years of mechanical drawing, you can try a summer drafiing job.

Fnginecering offices and architectural firms commonly employ drafters.
Drasivis alsc work in large building complexes, O help maintain structures
From their basements to their rafters.

" mesns giving other draftrers guldance and fastruction.
fren works in the field, oversec ing construction.
other tields, like wlectric or sales engineers.
installation techniclans, or production overseecis.
{g many a drafter's aspiratiou,

many more years of school traiaing.

Advanccment to ''senior
And ap "architect's rep" ©
Drafters can move to iobs in
Or technical report writers,
“To be an architect one day"’
fut being an architecl takeo
Wwhich means lots of patience, and perspliration.
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| © ARCHITECTURAL DRAFTER:
] /" NHAT DO YOU YNON?

What are 3 of an architectural drafter's work tasks?

Name 3 of a drafter's tools or pleces of equipment, and deacribe how each is used.

TOOLS USES
1. 1.
2. 2.
.o 3.

How do architectural drafters use reading and math skills on the job?

—— e

Name one advantage and one disadvantage of working as am architectural draftec.

- advantage:

-

¢

disadvantage:

Name 2 places where architectural drafters can be found at work.

ll ! 2.

N —— e e - R e e e e — - ——

pescribe the training that architectural drafters need.

ot ar e e e mmem A em e+ e e m e s i S A e e e g e

. L4

Yame 3 advancement possibilities for architectural drafters.

l. » 2. 3.
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HEAVY EQUIPMENT OPERATOR:
BUILDING A CAREER

My name is Hanna Debs. This is where | work:

MuNIC\PAL HIGHWAY {ZEPARTMENT TowN OF PALTZ

! The Highway Department Lahes caie of all the equipment and property owned by the town:
buildings, roads, sidewalks, curbs, parks, the sewage treatment plant, the storm
drainage system, and the water system. The people in the plcture are Highway Depart-
I ment workers. 1'm on the right, in the front row. | had Just started working for the
Highway Department when the picture was taken, two years ago.. | was a Ltaborer then. .
Most of my work as a Laborer was outdgors, as a member of a team, taking care of *
I the roads, sidewalks, and curbs. My on-the-job training included learning how to use
mowers to cut grass beside the road, and rakes to clear away brush. | used shovels to
dig ditches, and saws ta cut up any large limbs or branches that fell on the road. |
l used hammers, screwdrivers, wrenches, and ladders to put up traffic signs and traffic
lights. In winter, | cleared away snow and ice. | used snow shovels and rock salt.
The city supplied all the tools and my uniforms, including gloves, a raincoat, rubber
e, and g tiavd fai.
l My work took lots of physical strength and coordination. Sometimes { had to be
Yan call. ' That meant ¥ had to come to work in the middle of the night, if there was
an emergency. | also had to be 'on-call" some weekends. | didn't mind that too much,
I because | gat paid double time. The main hazard In my work was minor injuries like
cuts, scrapes, and bruises. The big advantage for me was working outdoors.
Afear a vear ac a laborer, | aor interested in learnina to operate the Highway
cpartment's heavy equipment: the 10-ton dump truck, the 5-ton roller, the backhoe,
: and the front end loader. Rut | didn't want to go to school to learn how to operate
heavy equipment. You see, when | thought of going to schodl, | thought of reading.
{ have a lot of trouble with reading. In fact, | dropped out of high school mainly
I because so much reading was required. So | asked my foreman, Henry, about learning
heavy equipment operation on the job. Henry t61d me | was a hard worker and a good
worker. He s2id that he would train me nn the inb to aperate the town's heavy
I qu?pment. That was a year ayo. ‘
The first training Henry gave me was in day-to-day equipment maintenance. | had :
to check the oil and gas every morning, clean the windshields, and report any repairs
= needed. Then | learned how to do minor repairs, like brakes. (! sure got handy with
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with a wrench, but 1| didn't like being in the garage so much). WNaxt, Henry told me
about how to operate each piece of equipment. When | went alo.g to jobs with nther
equipment operators in the Highway Department, | watched what they did, lisiened to
what they told, me, and asked questions about what | didn't understand. After | got
my special license (it's called a "Class 3" license), | started driving the equip~
ment myself.

| make more money now as an Equipment Operator. | work outside most of the time,
and most of my working conditions haven't changed much except that working with heavy
equipment can be very dangerous if | don't stay alert. 1 still work as part of a
team for the Highway Department. | do my part by digging ditches, and putting up
traffic signs when my help is needed. And when heavy equipment i5 needed at highway
or building construction sites, i operatie it.

Today, Henry told me that tht-ﬂﬁghwlf Department needs another worker with plumb-
ing SKills. The Department will pay for the training course at the vocational school
in Mow Paulsa. He sald | should take the course. | told Henry 1'd tove to learn tu do
plumbing, without a training course, just the same way |'d learned to operate heavy
equipment ., :

“You're the best Equipment Operator ['ve ever trained. You're a very good worker
at whatever you do. But you won't get paid any more money for your plumbing skills
unless you take some tralning courses. [t says so right here in the requlations book.
Ltook!"

| told Henry about how | dropped out of high school because of readiny, and he
waid, “You have o look at it differently. Figst of all, a training course in
plumbing is not like the high school courses you took. Second, you des@rvg to be
paid fer what you do. And third, you should give yourself another chance in scheul to
study something you're interested in."

what Henry says makes sense, bui § dun'i huow yel it
coyrse. What would you do?

tr 1}
[}

- v he int
take the troining
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Hanna Debs: Equipment Operator
Test Yourself
Name 3 work tasks Hanna performs as an equipment operator.

1.

2.

3.

— o —— A @ me—

Name 3 pieces of equipment Hanna operates.

l. 2‘

3.

Why did it becowe inportant for Hanna to use reading skills?

— e

Hanna got her training on the job. Name'one other place an equipment
operatox can get training.

re

what would Hanna have to do in order tu earn more money On the job?

[

what did Hanna like best about her work conditions?

e R -
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Painter / Paperhanger
Skills and Tasks
Smoothes rough spots on
' walls
Fills heles and cracks
Removes grease, varnish,
' ne -Job and old paint usj
Sg?li;r e J’]E ks Applies "sizing" to wa
* (a kind of glue that
i Covers furnishings with protects the wall vhen
drep cloths paper is removed) -
Scrapers Scrapes off old paint Cuts wall paper to size
Wire brushes Putties er plasters ngeded
l Blow toreh cracks ot holes Spreads wheat paste or
Qaiat remove Sandpapers fough spots } glue on back of paper
Paint thinne and brushes them i Puts paper on wall -,
l Primer clean Smoothes out paper with
Paint Primes entive surface ~a dry brush to remove
~d Varnish or touches wp spots “alr bubbles
' Shellac Paints finish paint or]
Paint brushes top coat
Rot and On new walls:
<4 Mpplies prime coat,
l ‘,SQI‘", gun then
Step ladder Applies 1 or 2 coats
Exténgion of patat
H 1 On old walls:
Sco;"o}ds Prepares surface,
] Checks for cracks or
l lovse paimt
= L ON
! ) R S )
L ,‘
' QOther Skills Needed Tool_s and ’
S ——————— ‘)men {
Must be neat and clean. iq;n__ll__. ;
Must be able to talk to Scissors
i customers. Knives
Uscd reller
pry brush -
Sizing
! Wheat paste
Cutting tablc
Ladders
. Plaster
Trowel
Q
ERIC “195 19 1
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B Painter / Paperhanger \
‘ vbhough paint lug fopechanging are two ‘
seperate skilled trades, many people do both types
o fof work. The different On-The-Job 5“-‘,.% Tasks,
. W = and Tools and Equipment used at each t are
listed separately next to the picture of the
l fnainter or the paperhanger.

But since both jobs are similar in wmany ways,
they share many characteristics. Information like
Training and Advancement possibilities, Wogk (an-
ditioms, and On-The-Job use of Readung and Math,
|Which are the same for hoth joha, arg listed

Sonly once on this pag

Tmining
On-the-job: Start out ag a helper, and learm all the skills
vithin four or .ive years. ’_1 i
Apprenticeship: Three years of plamned activities including
work expeviente 8nd classroom training. -

*r

Work Site
Indoors or eutdoors in new or &xiating buildings.
Homas, offices, hotels and motels, schools, shipyards,
v manufacturing firms. -
Sell-employed painter/papcerhangers may have own pr;yate
ofr{ces.

‘Work Conditions

paiat fumes.

Harards working outdoors include falling From high
iadders or scaffolds.

Advantages include a 40 hour work week with extra gay
for overtime.

lnion workars eatm good wages and gex lots of frimpe
penef its,

Or: ‘The-Job Use Of Readia and Math

Reads work orders and directions on paint cans or other
luﬂp\m. .

Does math to compute cost estimates and amounts of paint
or paper and other supplies neaded.

Hazards working indoors include gllargic reactions t_q
B

Advancement Possibilities
m

T—
Workers with management sbility can swpervise and coordinate L ‘ |
I the activitias of others.
Workers skilled in math can become estimators for lgrge
o cont racting companies -
ERIC 196
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PAINTER / PAPERHANGER

HOM MUCH DO YOU REMEMBER?

o

Name 3 of a painter's work tasks. Name 3 of a paperhanger's work tasks.

— ———— A e ma e e L

Name 3 of a pnainter's tools. Name 3 of a paperhanger's tools.

1. . . Y 1.

Vo m——— e % e PPV EEERpvE BRI —— e ——

How do painter;paperhanger's use reading and math?

........ i o e e e : . e o e e o e . A e v i
'S

o h i em awme e s e e e e s e S —— ————— 4 ——— - o e ir m i o A An S v o < e S e Y

e e e vt e s s ot ot o —— — - e

.
S

-

Name ond advantage and one disadvantage of working as a paincer/paperhanger.

advantage:

v vyemm e amr &b o ke B Sy g A o < — - ———— - — oy by s

ey

digadvantage:

e aam— e — — . oy, A - —aa s . ——tr -~ — — -

What are some of the possibilities of advancemént for painter/paperhangers?

e . S tm e S mriet s e e s et - mAm e i 4 T T SMCURS o e TR B T Sero S Seeea o e T ML SR SSOASeeTw T ST Resd ed nes om e e - e et — s
e e e ot ot m i emrmim it A e e e W th A e e MAeAn S A = R A v W A it e f e W W TR T e Chf s s e e s on o s s s st .t e e e eet——————
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LENA ROSS, MECHANICAL ARTIST:
ADVERTISING BELIND THE SCENES -

advancement possibilities. I talked with my guidance counselor about what I'm

looking for, and he suggested that I talk with a mechanical artist. So I made an
appointment to interview Lena Ross, a mechanical artist who does "layout and pastew

wp" at a sm#ll loral print shop. I didn't know anything about layrout or paste-up, v
so I asked about that first. Then I found out a lot more during the interview.
"S0, Lena, what does layout and paste-up actually mean?” T asked.

"[Layout means arranging copy (printed werds) and pictures on a plece of
paper. Paste-up simply means pasting the copy and pictures onto the paper.
Layout and paste-up involve combining pictures and words so that they look

attractive. My finished product is called “camera ready copy,'’ and a printer
takes over where I leave off."

“What kind of copy and pictures do you arrange?"

"Well, here at the print shop, my jobs are diverse. 1 design everythiag

l from business cards to newsletters amd advertising flyers."
’¢/*\ "Lena, I've been reading about the Marketing and Distribution work cluster,
which involves advertising. How does your work fit into this work cluster?"

"Well, 1 work to make copy look attractive so that people get interested

in what clients have to say. That's advertising, isan't 1t?"

"1t sucse sounds like it to me, but I've never thought about it before.

I mean, I've thought about advertising workers like photographers and copy-
writers, but I never thought about the people who arrange pictures and words
for magazines, for exsmple." .

"I know. It's sort of a 'behind the scenes' job. Basically, T work alone

here with my light table, typesetting machine, and other tools."

£mPLovess munt 1

| Ay £ho®

i
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ll Hi. My name 1s Jerry, and 1'm interested in an artistic career with lots of
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)
s
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“What do you use your tools for?"

"You can watch me do this job from start to finish. That will givé you
an idea of how | use my tools to do my work. First, I read the 'specg' (specific
instruntivus {u< tha layout) and the copy. These are both supplied by the client.
Somet imes a drawing or photograph 1s included with the specs. Other times, |

draw one or choose one from a special '311 occasion cataleg' Next, [ draw the
mechanical."

“The mechanical?”

"Yes. That's the outline I1'1l use when laying out the pictures and the
copy. Before I draw a mechanical, I must divide the paper into sections. Some-
times, 1 draw borders or add designs. 1 want the words and pictures tu be spaced
wall. I don't want them to look crowded.™

"Do you have to measure first?"

"Oh yas. 1 use basic math skills all the time.
I leok at the length oi the copy, and { divide the
mechanical inco units called ‘'picas' X choose the

¥? size of print that will fit into the amount cf space
?‘ available. Then, I choose the style of prini that
seems best for the job. Next, I use a typesetting
machine, or ‘'composer., This machine is like a
computerized typewriter which spaces words evenly
‘n the silze and style i choose. 1 use it by typing
the words 1 want onto a special film paper. Then,
I put the paper into a developer, see? It's
ready for paste up now."

"Do you use regular paste or glue for paste—
up?"

"When [ worked at the ad agency, I used rubber
o cement, but here [ use wax. 1 like tt becaunse it's

sticky but easy to pull off of the mechanical if

. I see a mistake or don't like the way it looks.
MBChMICD.l The waxing wachine mslts the wax and applies it
to the paper evenly." /

Near the light table I saw containers
that held rulers, industrial fazors, com-
passes, protractors, triangles, and other
tools. I watched Lena uyge scissors to cut
the printed words eyt so that they fit onto
the: mechanical neatly. I noticed that she
measured carefully with a T square to make
sure that the lines of print were even and
straight. She used a fine point ruling
pen to draw a berder around some of the
copy. TIhen she read the copy carefully.

"I do lots ol proofreading, so I
wse my reading skills a lot here. Making
a mistake in one word can cause all kinds
of trouble. A client may refuse to pay CCTIIXIIITIIID
for work with a mistake, and the print - m A\
shop gets bad publicity. ['ve got to be
feally carefull"

"what about art and other skills?? ﬂ Cm\pgmr

"Well, it really helps if you're basically artistic” A mechanfcal artist
shoyld enjoy arranging things to make them attractive. Of course, after doing
this kind of work for five years, I've also developed a pood eye. WMy eye helps

200
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I me centex things, and line them up. Developing a good eye is a skill that comes
with lots of on-the-job practice. Since I do many jobs each day, speed is
really imporvant here. Besides having a good eye, being able to type quickly

' and accurately helps me to work quickly.”

“Lena, 1 want to enter a career field with lots of possibil’ties for
advancement. Would you say that a mechanical artist has a good chance of
advancing?"

' "1'11l tell you, Jerry. That's one of the greatest things about this type
of work. The possibilities are endless. Mechanical artists can find work at
print shops, newspapers, book publishers, and ad agencies, to name a few places.

l You can start your career by getting on-the-job training as a paste-up assistant
at a large print shop or agency. As you learn new skills, you'll take on more
layout responsibilities. You may become responsible for all layout and paste-

' up at a shop within a few years. Or you can begin training for this type of
work at community colleges. A complete training program lasts two years.
Personally, as an experienced mechanical artist, I learn new skills and short~
cuts every day. I never stop learning at this job."

l "I you have any plans for advancement, Lena?'

"Yes. 1 want supervisory responsibilities. Eventually, 1'd like to
supervige the art department at an ad agency or a large print shap. I'm

' prepar ing myself now by meeting challenges with hard work and imagination.

I also read trade magazines to keep up with new developments in the field,
and to find out about employment requirements and possibilities. I send a
cover letter and resumé to employers who offer a job I'm interested in."

l "Well, you really seem to like this field. Avc there any hazards or
disadvantages to this tyne of work?"

"Well, I've got to waich out for sharp objects like razors. I've been

l cut lly. And my eyes get tired doing closa work all day. Besides that, [
spend most of my time on my feat, hunched over this light table here. It's
tiring, and I wouldn't recommend this type of work to someone with a back

l problem.”

“But it's a clean, well-ljghted work place, isn't Jt?"

"Yes, aid I really appreciate my paid holidays, s’ck time, and medical
insurance heie. But most of all, I love this work because every job is dif-

l ferent and challenging. I never get bored hewre. And the pride I take in my
work makes me feel good about myself. I turn pictures and words into an
attractive product. [ do wmy best and I'm good at my work. That's rewarding
to me."

. "“Gee, Lena, 1've learmed a lot today. Thanks. Do you know of any place
that's looking for a paste~up assistant?"

"Iry Broadway Priating. You can earn while you learn there, if they're

l hiring. QGood luck.”

"Thanks again.”

5
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MECHANICAL ARTIST:
WHAT DO YOU KNOW?

Pefine: layout:

——— s —— — — -~ -

paste-up:

Name 3 of a mechanical artist’s on-the-job tasks.
2o e —_ - ]
5. - e s SR A e O s W ey S A % L ey - - e

panc 3 toels or pieces of equipment that Lena uses on the job, and describe how each 1is
used. TOOLS USES

e B thmem § U e e e TR o, Sy W Ay S AT M At i, e v AN i, s o

3. 3.
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rouling:__. )

e M Ao S ARG SR W R Y e SN Y Y A e W e Al e . S Ao ot 2 © —— « -—— ~—

math:

UV VU U S R i T T e e i) . ——— .

Describe 2 ways of gotting the training needed to be a mechanical -artist.

1. 2.

e ® s h e e ham A e e m am g e mme e R A M e TP S e AR AR e et ke Y o ———y oyt T e e L e

Neme 3 places where a mechanical artist might work.

1. 2. 3

T s et S e . L — A A - ey T i, bl S - Sttt M LM X A A A A e ——— it i Ml M.

Nhat are 2 advancenont possibslities for a gond mechanical arrist?

Nase one benefit and one on-the-job hazard that Lena mentions when she talks about
working condit {oms.

Benefit: hazard:

~—- a s m A e emtrem b amiam e W e e AR TR Ty Y S - P R i I e At i e A

. How do mechanical areiets use reading and math skills at work?
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AUTO PARTS SALESWORKLRS

Il

|

We gell replacement parts and accessories for vehicles of all kinds,

Tacluding cars, trucks, tractors, and boats. So we really use our minds.

We must Le familiar with the parts stocked ii. our store,

So we do {nventory. when we're out of something, we order more.

We use parts catalogs, and tunc-up "specs," and refer to lists of prices.

We also keep records of the sales we make, and use the following devices:

When autu service stations need work done on flywheels or brake drums,

We use acrewdrivars, wrenches, aosd lathes. So you see, wo can't be all chumbs.
When an auto part is not in stock, we might substitute another,

Using micrometers which measure very well.

We use hand trucks to help us stock the shelves, and weapping paper for items we sell.
We also use spark plug resters, and machines to rivet brakes,

Fan belt measurers and calipers; while measuring, we can't afford mistakes.

N¢ file technical bulletins and update catalogs, so we must know how to read.

Being patient and polite with customer: is another skill we need.

We use math often fot measuring parts; and to figure bills, we add.

Lt's interesting work. We meet all kinds of folk, and working conditions aren't bad.
The store is clean and well lighted, and there's always plenty to learn.

Ang though we must often work 50 hours a week, that means overtime pay we can earn.

In auto parts sales, there's so much to do with parts, beooks, vehicles, and people too.

Jne disadvantage to this work is long hours 6f standing,
And sometimes customers gel impatient and very demanding.

We also have to spend some time ecach week "housecleaning” with a broom,
Bur this helps us to know the store better, and gives us muie wul Kk Toon.
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At most Jiops. wedical insurance, holidays, dnd' paid vacetion,
And there are jobs for auto parts salesworkers all over the nation

At wholesale shops and retail stores,

Stores with automotive departments, auto dealers, and more.

In a city, you might work for a truck or bus line, X

Or a warchouse parts distributor might suit you fine.

For this work, it helps to be familiar with the uses of auto parts.
Courses in auto wmechanics, and rk on your own car are good training starts

S\

i
nep—

Your shop may also sponsor a course in sales skIlls and attitudes.

This is important at any sales job, because you'll lose customers if you're rude.
Business math comes in handy, and bookkeeping can help you advance.

And even if the fi{rst few months, you just deliver stock,

With sales skill and know-how, you'll have a chance \

To manage an auto parts department, or a whole auto parts store,

Or be an on-the-road salesworker selling to garages dour-to-door.

Getting really familiar with this work takes a year or tvo,

But auto parts saleswdrk has a good future,

And it just might be right for you.

. e



AUTO PARTS SALESWORKER:
QUIZ YOURSELF

What are some of the on-the-job <.ills and tasks practiced by auto parts sales-
workers?

1. 2.

3. 4.

e e A e . i i ——

What are some of the tools or pieces of equipment that auto parts salesworkers
us¢ on the juoh? Name one use fur each.

TOOLS USES

| T ©

2'..- ——— e e - e 2' — v
N = 3. .

Name two places where auto parts silesworkers can be found at work.

. 2,

Where can auto parts salesworkers get the training they need?

——— PROSVEUORE,

Describe how auto parts salesworkers use math and reading skills om the job.

math:

i ey A — A W e e e —— - -

reading:

P S s — - - — - ——rmp - - ¢ ——— r—

N:me one on-the-job hazard and one advantage of this type of work.

hazard:

e e AR A r e AT e At g i e . bt SR -~ e i A A = — i — i (i o AR Mo v fEmmas 4 W T —

advantage: i e

-

What's one possibility of advancement for auto parts salesworkers?
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ADVERTISING COPYWRLTER

Writes the words for advertisements which help sell products and services af
clients.

ON-THE-.JOB TASKS

Gets on assignment directly from client or through the account executive (employce
by the ad agency to work closely with clients).

finds out what image the client wants to project, and researches to find out
about potential customers. Since different groups of people are of ten
attracted to different advertising techniques, the {dea is to write an
ad that appeals to the group of people most likely to buy the item or
service. Some advertising copywriters specialize in marketing one type
af product or in appealing to one group of people, such as young men
between the ages of 15-25.

Thinks about the product or sexrvice to he advertised. "How does it help people?”
“Why is it needed?"

Keeps eyes and ears open to find new and interesting ways to tell about this
product.

Tries to find the “big idea" that will get people excited enough to buy the
praduct.

Decides what to say in ad.

Writes many “dratts," ditferent ways to present this idea.

Meoin with art editor to get ideas for the artistic layout of the ad.

Meecs with account executive to sec if ad will please client. Since account

executives represent clients, a copywriter wmay have to work hard
to convince the account execut ive that your ideas are good.

Works up a storyboard with artists’ pictures and scripts.
Times scripts to make sure they are not tod long.




TOOLS AND LOQUIPMENT

Library (ulled "informat ion retrieval system,” found in business libraries
(1hiy svstem contains information ahout products and industries.)

File index for information retrieval system

Microfilm, microfiche

Magazines, books, ad catalogs

Slides

Taprg

Typewriter :

Stopwatch to time spoken ads or cammercials

Photos of models used in casting for different commercials

Video equipment for casting commercials

Resume and a portfolio of written work

»

1 ] Mogazines

Boaks
Ad Cainlogs

L ‘.,,,. S OJF"\

@ TyPuwrifer Tape
Stop watch

WORK PLACES

Ad agency offices pay highest salaries and include work In many other work
places such as: &
of fices of clients,
husiness libraries,
meet ings out of town.
Pepartment stores,
manutacturing companies, and
shopping centers also hire advertisilng copywriters to write their own ads.
Free lance copywriters may write at home.

TRAINING NEFDED

tollnge degree s iiberal arts, business, or English
Special college classes in copy writing or advertising and warketing

KEADING AND MATH USEDL ON THE JOB
Reads for ideas:

magazines, books, microfilm, microfiche, library documents and other ads
Uses math to time ads and commercials
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UTHER SKILLS NEEFED ON THE JOB

Writing, with spectal attemtion to grammar and spelling
Imagination

Sales abllity

Enthusiasm

Ability to meet deadlines under pressure

ADVANCEMENT POSSIBILITIES

Creative supervisor
Account executive (works closely with advertising managers of client firms)

Copy chief
Advertising managex

WORK CONDITIONS

Advantages: |
Work is different each day
Wworks both alone and with others, usually in pleasant office surroundings
Medical insurance, vacation and sick time benefits are available to
non-free lance advertising copywriters
Disadvantages: v
Advect ising deadlines cause a pressured work cnvironment and often,
irregular work hours

MRs, HYMFREY
CMIEF
EXECUTNE

o M
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COPYWRITER QUIZ

R

Name 3 skills andtun—the—job tasks of an advertising copywriter.

1.

.

3.

©

vame 4 tools or pieces «f equipment that advertising copywriters use om the job.

1. i ~3 - 2. PR - N . f

e . —_ £
. 4

30 — .‘ ‘Q. -

pName 3 places where advertising copywriters may bé found at work.

i. 2. 3.

Pescribe the tratning needed by an advertising copywriter.

e i e o ——

Nam: 3 important skills needed by advertising copywriters.

L
2.
)
)

1. _ | 2. 3.

—~—

i
!

l/)&ame one advantage and one disadvantage of working as a copywriter.

advantage:

B e et S v e ———

di§aﬁyantage:_’ - ——

v }
/" B
Hhépwgpe gome of an advertising copywriter's chances for advancement”?

“ - -
»
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J CLERGY MEMBER: MINISTER
Karen: Hello, are you Reverend March? I'm Karen Palen.
Rev. March: Hello, Karen. Yes, I'm the Reverend but you can call me Mr. March.
Karen: OK, Mr. March. Thanks for seeing me. I reslly appreciate it when

adults are willing to answer questions I have about their jobsd” 1
think I explained that I need this information to help me with some
workbook activities I'm doirg in school.

Rev. March: Well, why don't you just start by asking me some of those questions
you have on your note pad?

r
.

L

- a
] l'.i..
\

-
)

S

/e
Raren: oK, 1 know that this is a public servi é’f&‘

do un the job?

but why? What do you

Kev. March: Well, my job is a public service because 1 take care of the spiritual
and moral needs of my congregation. A congregation is a group of peo-
ple who come together to worship. I conduct the weekly worship servic
and speclal services like marriages, funerals, baptisms, and communior:
I spend a lot of time talking with people. 1 vialc the sick in hospit.
and at home. 1 also visit and comfort families who have lost loved ont
[ counsel church members or others who come to me with problems or
difflculties. I also plan ond write my sermons. I write a monthly
column feor the church newsletter, and I often write a column for the
local newspaper.

Karen: Wow, you must really keep busy. 1 notice you have chree walls full
of books. That's quite a library. Do you read a toe?
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Rev. March: I read whenever I can. 1 use what 1 read to help me prepare my
sermous or counsel those who come to me needing help. As I'm reading,
| guess you could say 1'm also studying, because 1 remember what I've
read and use it to help me in my work.

Karen: WQuld/xnu say books .re your tools?

Rev. March: Oh yes, Karen. And these boc ‘s include theology (the study of God),
histories, dictionaries, curriculum bonks, contemporary novels, news-
l papers, magazines, and especially the Bible. Some- other tools 1 use
are a communiom set, my robes or vestments for church services, bap-

' * tismal font, pulpit, and hymn books.

laren: Mr. March, could you tell me a little about what you wear?

Rev. March: Well, Karen, for some congregations the robes or vestments are very
important and would be used at all services without fail. 1Iun other
congregations they are not so important and would be used only on -
special ~ccasions. Most of the time I just wear a suit and white
collar for the church servige. In scme areas, like big cities, X
might wear a collar more often. That way 1'd be known as a minister
when I ent to hospitals or homes on visits. 5

Karen: Would you say that the chuxch building, hospitals, and humes are
your work places?

Rev. March: Yes, Karen. Ministers work in more places than you think. For instance
I think of the church classrooms and the office here as being work
places. Oh, and sometimes I attend meetings with other clergy members
or community groups at restaurants Orx the town hall, and I think of
those as work places, too. Other ministers work in missions overseas
or as chaplains in the armed forces. And some teach in colleges or
at seminaries.

.y .1 A g £ ?
Karemn: Mr. March, did yovu need a 1ot of training to become A minietgr

l Rev, March: Yes. After I graduated from a four-year college, I attended a
theological seminary for three years. At the seminary, I learned
about the Bible, and how to be a minister. My seminary studies

l inc luded one year of on-the-job trainfﬁg under the supervision

of an experienced minister.
_—-__________——a—'-
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Kuaren:

Rev, March:

%

Karen:

Rev. March:

-areas

v, March:

caran:

ev. March:

aren;

Mr. March, how did you first decide to go into the ministry?

well, Raren, I decided in a roundabout way. 1 had always gone to church
and participated in church activities when I was a youngster. And

1 have a few relatives who are clergy members. But during high

school [ had a real liking for ecience and majorxed in science when

1 went to college. 1 got a degree in chemistry and went to wprk for
private {ndustry. I met my wife while attending college, and after

rradvation, we got married and both worked. Although
we both enjoyed our work, something seemed to be missing.

So what did you do about it?

Well, after five years working as a chemist, I decided I wanted to

go back to school. 1 felt a special calling to join the ministry,

so I decided to go to theologicaj seminary. A theological seminary

is a special school for ministers. My wife was a tremendous emotional
support at this time. She continued to work,and 1 was able to devote
all mv time to studying. 1 spent three years at theologicszl seminary
and then spent one extra year working to earn a masters degree. Then
I was ready to minister to my own comgregation.

How do ministers get placed at a church?

Well, the seminary has a placement office that keeps a listing

of churches that need ministers. Then, it's just a matter of setting
up interviews and visiting with the different church congregations.
Then you wait until a congregation offers you a positi&ﬁ which you
decide to accept.

How long do ministers stay In “One place?

Well, Karen, there is some wmoving around, asnd 1've known ministers who
have stayed in a place for only two years. Then there are ministers
who stay in one place for 28 years. There is no average length of
time, and some mevement from coagregation to congregation helps keep
you fyom gebttiag in'a rut.

Mr. March, what would you say your working conditions are like?

<09
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Rev. March:

»

Karen:

Rev. March:

Karen:

Rev. March:

Karen:

Rev. March:

Karen:

Rev. March:

Karen:

The working conditior : here are pleasant. Since I'm a model for my
congregation, 1 try to be a loving, helpful persom at all times. 1
have a great deal of time to read and study. I spend a ldt of time
talking with people, especially when I counsel and when 1'm attending
meetings. But the hours are often long and irregular. 1 don’'t work
an average -week. I'm on call all the time. Most nights 1 have
meetings to attend, so 1'm not home. Sometimes this is difficult

for my family.

A

Your joh seems very demanding, but you're supported by the congregat ior
aren't you?

Yes, the church provides a home for me and my family. In some other
churches a car would be provided also. A minister's salary is low
but the things supplied by the church sometimes make up for that.
When special services are pecformed, such as marriages or funerals,
the family involved might give the minister a money present.

it sounds to me like it takes a special kind of person to be a
alnister: someone who cares more about people than about money.

That's right, Karen. And you know, even after ministers retire,
they remain active by helping out as guest ministers for nearby
churcihes. It's a way of life, mot just a job. :

1 have just two more questions. 1 know that reading iu a big
necessity. But how important is math, and what other academic

skills do you use?

The math is necessary because 1 use it to balance the church budget.
But you're right. Reading is still most important. As for other
gkills, well, T think public speaking and writing may be two major
gkills used on this job a lot. 1 have to be able to speak well

in front of my congregation and in committees as well. And 1I've
got to be an urderstanding persom. Being & good listener might be
the most important skill of all.

Well, Mr. March, you really have given me a lot of information and
fnsight into what it's like being a minister. Thank you very much.

I'm glad I could be of help, Karen. So long now.

Goodbye, Mr. March.
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CLERGY QUIZ

Name 3 of the services that clergy members perf.rm for their congregatious.

1.

2.

3.

wWhat are 3 tools that Reverend March uses on the job?

3.

Name 3 places where a clergy member might be found at work.

1. 2. 3.

What kind of training prepared Reverend March for the ministry?

3!
How do clergy members use reading and math skills on the job?

reading:

math:

Besides reading and math, what other skills or personal qualities do clergy members
use on the job?

-

Name one benefit, and one disadvantage that cowmes alongwgith being a clergy member.

benefit: disadvantage:

' 1. 2.
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SOME FACTS ABOUT EMPLOYMENT COUNSELORS °

Employment counselors keep up-to-date information about the local,
state, and national job markets. Their work includes finding out about
jobs and communicating what they know to others. They know about job
availability, the education and training needed for jobs, and the sal-
iries, benefits, outlook,.and work conditions of different occupatjons.
‘They keep their {nformation up-to~date by reading reference books, news-
fapers, magazines, and government publications. They also talk on the

phone regularly to local employers, and sometimes they visit employers'
vcrk sites.
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Employment counselors use the ‘information they gather to help people
{(counselees) plan, prepare for, and find work for which they are best
suited. They must be able to relate easily and well to all kinds of
people. 1t's also important that they can understand points of view
which may be very different from their own. Employment counselors
must be flexible in their dealings with people. )

When cmployexs need to fill job openings quickly, employment
counselors have to make guick decisions hased on their research and
on their fntuition. It is importamt that both employers and coun-
selees trust employment counselors' judgements about the "right per-
son for the right job." The outline on the next page shows how em-
ployment counselors go about puttimg the "right person in the right
job."

€12
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A.

B.

C.

MORE FACTS ABOUT EMPLOYMENT COUNSELORS

help counselees find satisfying work, employment counselors

Interview counselees.
1. Explain the job-finding gervices available at the employ-

ment agency.
2. Find out what kind of help the counselees are looking for.,
3. Find out how counselees approach problem solving.
4. Discuss the counselees' personalities, interests, skills
they think they have, skills they think need strengthening.
Test counselees.
1. Give interest and aptitude tests.
2. Score and interpret tests.

Research counselees.
1. Obtain records of counselees' training and work experience.

2. Contact counseleces' former employers, usually by telephone.

D.Q Offer guldance to tounselees.

E.

1. Help counselees evaluate their abilities and interests.

2. Help counselees decide for thems=lves on the best career
plans for them.

3. Help counselees prepare their resumes.

Refer counselees to employers.

11, To help employers find satisfactory workers, employment counselors

A.

Talk on the telephone to employers.

1. Find out about job openings employers have.

2. Find out about job openings employers expect to have.
3. Find out what kinds of workers the employers prefer.
Suggest appropriate counselees to fill job openings.

1. Send counselees' res to employerxs.

2. Arrange employer-counselee interviews.

Other {mportant skills for employment counselors are writing repurts

and organizing information.

/A
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STILL MORE FACTS ABOUT EMPLOYMENT COUNSELORS

Ennloyment counselors work for private agencies, for private

industry, c¢r for tax-supported agencies. Depending on the work

place, employment counselors' training requiremeats, advancement

possibilities, and working conditions are different. The chart
on the next page shows the differences.

OPENY
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THE CYART BELOW SHOWS SOME IMPORTANT DIFFERENCES AMONG:

WORK PLACES*+

Private ewployment agencies,

Private industry.

Tax-supported agencies.

For example: public
employment agencies,
community agencies,
prisons, training
schools for delin-
quent youth, mental
hospitals, Veterans
Administration,
Bureau of Indian
Affalrs.

Colleges and Universities.

*%Employment counselors do most of thelr work in well-lighted,

TRAINING NEEDED

Righ achool.

About three months of formal
instruction.

Sales exper{ence can be helpful.

B.A. in one of the following:
sociology, psychology, or
educational guidance and
counseling.

¢

M.A. in one of the following:
gsocial work, persomnel work,
psychology, guldance and
counseling, or public admin-
istration.

Must para qualifying exam,
and sometimes a Civil Ser-
vice Exam, before wurking
in any tax-supparted agency.

Counselors visit employers at their work sites.

N
s
4 |

ADNVANCEMENT

After about five years of on-

WORK CONDITION

Highly competitive.

the-job experience, counselors Salary js on commission.

with initiative and ability

Overtime may be necessary.

can expect to earn more money. Depending on size of agency,

Counselors may set up their own
sgencles.

After several years of on-the=~
job experience, counselors
willing to give up working
directly with counselees can
advance to supervisory or ad-
ministrative work.

After several years of on-thee
job exverience, counselors
willing to give up working
directly with coumselees can
advance to supervisory or
administrative work.

well~heated (or alr conditioned) offices.

there may be health insur-
ance, pension plans, paid
vacations, sick leave.

Assistance from a secretarial
staff.

Paid vacations, sick leave,
pension plans, insurance

coverage.
Little or ho overtime.

Assistance from a secretarial
staff.

Paid vacations, sick leave,
pension planse, insurance
COVETAge.

Little ov no owrtine.

Some Fmplovment
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EMPLOYMENT COUNSELOR:
QuIZ

Name 4 of an employment counselor's work tasks.

4.

Nome J tools or pieces of equipment which employment counselors use on the job.

1. V 2. 3.

How do training requirements differ tor employment counselors working at private
and at tax supported agencies?

private: _ tax supported:

—— - -

What are } skills which employment counselors practice on the job?

Describe an employment counselor's worl conditions.

PN oo — -
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g .
Name the rfdvancement possibilities for employment counselors working at private and
tax supported agencies.

o i e S e MR e e el S e A e i

private: _
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tax supported: - ¢ e e
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KAREN FRYE, A PARALEGAL WITH INITIATIVE

Hi. My name is Karen Frye, and I work as a paralegal at Legal Services in
Powell City. Legal Services is an organization that represents people who can't
afford to pay private lawyers, People come to Legal Services for help with
landlord problems, weifare payment problems, job discrimimation problems, and
aven marriage problems. They know that they can jepend on us for help. We're
an important community service.

=
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Tenant

Rights

Meeting

- Torught
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A Jot of my work 1% like a lawyer's work., Of coursc, Y don't have the back-
ground or training that a lawyer has, ard I don't go to court. But I do represent
clients at pretrial hearings, and that's where many cases are actually settled.
Some of my work tasks are secretarial, too. 1 work in my office with a phone,
appointment calendar, reference books, legal documents, and file cabinets which
arc filled with useful information. I also work at the library, at people's ,
homes, and at community centers. By doing legal represenfhtion and clerical work,
I help peocple in the community directly. 1 help them indirectlx}toq,by getting
lots of routine paper work out of the way for lawyers. t

When clients call for help, I set up interviews with them so that I can
learn about their problems. Sometimes, I visit people in their homes to get a first-
hand look at }ow they live. [ talk with a lawyer about each case, and we decide
how we can be .ost helpful.

Working on a rase requires special preparation. 1 take notes on the history
of the case, and then [ research similar cases., [ also prepare to represent my
vlient by reviewing the general procedures 1 should follow during the hearing.
Then, I'm ready tn speak for my client at the pretrial hearing.

Helping people bas always been important to me, and lawyers and -paralegals
work together on this. We not only help people who come to us with specitic
probleme, but we also offer workshops to help evervone in the community learn

221 v
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about things like welfare or landlord-tenant relations. Since I like working
directly with peuple, representing cliemts and taking part in community workshops
are my favorite parts of being a paralegal. But lots of my responmsibilit es
include clerical work like organizing and filing documents and mail, or adding
inserts (revisions) to our files as laws change, or preparing routine forms like
tax returns or inheritance papers, and even ordering office supplies.

You know, even though I never liked school too much, I've always been a reader.
Why, as long as 1 can remember, 1've always been involved with books: adventures,
biographies, scienca fiction, you name it. And to tell you the truth, reading
sure comes in handy on the job here. I use a legal dictionary and a law ency-
clopedia to look up legal words or terms, and I refer to consumer manuals and
law books often. Ot course, when I started this job, I wasn't familiar with most
of the legal terms or-procedures that I use all the time now. You wouldr't
believe how much I've learned by reading on my own: But even shough reading is
an important skill on this job, 1% say that the most important.skill 1've devel-
oped is INITIATIVE. Inftiative is_the willingness and ability to start things, and
to do what needs to be done withaut waiting to be“told. Of courge, 1 have to follow
.directions too, but no one t€I¥s ma. -exactly how to spend my tipe. I research
thoroughly and do good work becausg my clients depend on me. For me, initiative
means taking whatever stepsx are necessary to do my job well, and using my own

* judgement too. I usgﬂp{bing skillirqn thé jodb too, Qnd math skills for figuring
out welfare_budgets d rents. N v

-
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I hope all this talk about skills hasn t .scared you away. You don't need a
four-vear college degree to_begin work as a paralegal. Some twn-year colleges
of fer special programs designed to prepare students to be paralegals. But partic-
ipation in a special college program for paralegals is not the only way to prepare
fuor this sort of work. Gradunates from moat two-year college programs are eligible
to apply for paralegal work. And if you've mevcr gone to colle~e, but have a
high school diploma and lots of community work experience, you may also be eligible
for the job.

Yuu know when I first started working here, I didn't know much about the job
at all, aud avithes did Alperu oxr Myra, the other paralegals who had just been hired.

L
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During the first week, we were all sent to North Mitchtown for a week of training.
During the training cpurse, we learned about the kinds of things that we'd be
responsible for as paralegals. After that, it was up Lo each of us to take initi-
ative, and to learn as much as possible on the job.

I've been working here for three years now, and I've learned quite a bit about
the legal world, gnd about myself too. 'I've learned a lot about what I like to
do, and what I don't like to de. 1 know that my stremgths involve working directly
with people. Albert and Myra have learned about their stremgths too. Albert is
now the law office manager. He makes sure that things run smoothly, and he's
responsible for managing time schedules, for making appointments, and for delegating
other clerical w#frk to Myra and me. Meanwhile, Myra's specialty has become
"matrimonials." She handles all the legal aspects of marriages and divorces. So
you see, with experience, it's not hard to apecialize and advance as a psralegal. We
get pay ralses every year, and many paralegals also belong to a manion. This union
distributes an official paralegal's newsletter which informs us of various legal
programs and employment opportunj.ies in firms all over tue country. To tell *rou
the truth, I've considered finding work with a private legal firm for more money,
but the work I do here at Legal Service. involves lots of direct contact with
people who are really in need. I like feeling that I'm contributing to am important
public service.

Even though I like my work, I'll tell you, it has
its difficulties. Probably the hardest part is
learning not to take work home. When I first started
working here, I didn’t know my limits. So after
helping people with serious legal problems all
day long, I also took paper work home with me.
Soon, I was feeling "burned out.” T didn't have
energy for anything else, not even vaolleyball o
soccer practice. | talked with Albert and Myra
about it, and found that they were feeling just
as run~down as I was. We call it "paralegal
hurnout, " and it comes from tyying too hard.
We want Lo help people to gain more control over
their-lives, but we've also got to make sure we
have time for our own lives. That was a hard
lesson for me to learn. Now. I make sure I do
all I can during the working day, and then I
come back with a fresh outlook in the morning.
And you know, I think ['m more productive this
way.

As far as benefits go, we paralegals all earn good vacations, sick time, and
hospital iansurance. And we can take unpaid maternity or educational leave without
losing our jobs. Besides all that, paralegal work is just a goud way to learn
about lots of different kinds of people and the Americam legal system. I feel
prepared for many different types of work now that 1've got experience in clerical
work, research, and public relations. /nd that's a bemefit. But for me, the
greatest benefit is that the iniciative 1 take on the job irays with me when 1'm
not working. It's a great feeling to xknow that I can start things. T have a lot
more confidence in myself than I ever have before. In fact, last month, I started
the first women's soccer team in Powell City!
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PARALEGAL :
QUIZ WHIZ

Name,3 of a paralegal's work tasks.

1.

3.

-
.ame 4 tools or pleces of equipment used by paralegals on the job.

2.

6.

fa

Jhere do paralegals do their work?

.low do paralegals use reading and math skills on the job?

[ ]

reading:

Nawme a personal skill that's important for paralegals to develop.

What kind of training is required cf paxaelegals?

. Name one advantage and one disadvantage ©of paralegal work.

advantager:

disadvantage:

et -

What are some of the possibilifics of advancement for a paralegal?
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# Apprenticeship trairing is offered for each of these occupations.



Margle:

Frank:

Margle:

Frank:

[P ol

Margie:

Frank:

Margie:

Frank:

Margie:

Frank:

OFFSET PRESS OPERATOR:
MARGIE TRAPINZO REPORTS TO WORK

i, I'w Margie Trapinzo and I'm reporting for work. Rita Manuel called me
yesterday to say that [ got the apprenticeship position.

Have a seat, Margie, and welcome to the crew. My name i{s Frank Reynolds.

To be honest with yoq& . Reynolds, I was surprised 1 was chosen for the
position. I was really afraid 1 didn't have enough experience.

Margie, we were very impressed with you during your interview. Thie type

of work requires someone who's alert, responsible, and mechanically - inclined
As for your experience, we wele glad that you'd had some exposure to jour—
pnalism and art in high school. But to be quite frank, experience isn't
sometning we look for in an apprentice. Sometimes it's easier for us to
train someone who's new to the business than to retraln someone with a lot
of experience to fit our shop. As an appteg@ice. you'1ll be expected to
learn as you go along. On-the-job training 1s the way most people learn
this trade, though there are also technical training schools where people

can get training. We do like our employees to be good at reading and math
so that they can fiod mistakes in printed copy. And it's important that

the workers here cen do enough math to estimate the costs of printing
jobs and to oxder materials. Judging from your interview and resume,
you'll haveé no problem with these skills. .

what will ! be doing here?

One advantage of learning in a Yy
small shop is that you can learm = g

to do everything, from taking A
//////Jriil

customers' orders to running
So I get a chance to dv a lot more, huh? Just what is naverything™?

the press. Since it's a
small print shop, we train
our people to do everything.
You see, in most big printing
agencies, an employee is
expected to do just ome

task, forever and always.

navtst

"Everything” means  taking customers' orders, estimating the cost of jobs,
ordering materials and supplies from companies, using the typeset and
headliner machines, doing layout and paste-up, making plates from stripped -
up negatives or direct images, developing plates, running the press, and
collating the printed material. “Everything" also means maintaining and

repairing the machinery in the shofp.

Wow! You mean everyone here can do all that? Do you think [ can do all
that? .

Yes, everyone here can do all that. And you will too, once you've complett
your arpreaticesnip. fmwacning here is as on-going process.
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Margie:

Frank:
Margie:

Frank:

Margie:

Frank:

What will I be doing here?

Well, we'll start you as a press operator. You'll probably work with the
press for about four to six months.

That sounds a little better. I thought you'd teach me everything all at
once.

No, one thing at a time. There's plenty of time and room for advancement

in this business. We start you at a begimmer's position. As you become
confider: and skilled, you'll move on to more complicated tasks. After

a three year-apprenticeship here, you may be qualified to manage a small
print shop yourself. Now, come with we. 1'11 introduce you to Nellie.

Nellie?

Nellie's our offset press.
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Margie:
Frank:

Margle:

Frank:

You said I'll have to maintain and repair Nellie. Does she break down often’

No. But machines can be temperamental, like people. Unfortunately,
working in a print shop means high pressure, with deadlines to meet and
customers to please. Machines don't always want to co-operate. They have
to be adjusted and cleaned and olled. The more consciemtious you are about
maintaining Nellie, the less apt she'll be to break down or foul up on you
when you're in the middle of a job.

what kinds of things can go wrong with her?

All kinds. I'll explain the whole process to you. Then you'll see what

I mean. This 1s a plate. We use two kinds of plates here: metal plates
and paper plates. The plate has the exact image on it that you want -n
the finishec printed copy. The plate is bendable to fit omto the press.
After you put the plate on the press, check the ink and the water solution
to make sure you have enough of both to do the job. Then xun the machine.
The image will be transfered from the plate to a rubber blanket om the
press. The rubber blanket will transfer the image to the paper. If there
is too much ink and not enough water going onto the plate and rubber blan-
ket, the entire blanket will come out black and the copy will come out all
black, too. If there is too much water and not enough ink, the ink won't
take to the blanket and your copy will come out blank or very blurry.

When the amounts are jast right, the ink sticks only to the image that gets
transfered to the paper. T
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Margle:

Frank:

Margle:

Frank:

- Margle:

Frank:

1
’ |
-

I understand. The water and ink don't mix. The water keéﬁs the ink from
sticking to the rubber blaoket where there are no words or images.

That's right. Next you're ready fox the paper. Faper comes in different
weights. The weight of the paper means the thickness. Find out the weight

_ of the paper and how many copies you need to run off. Next adjust the air-~

flow of the press to the paper weight. The airflow pulls the paper

through the press. Airflow works like suction. If the flow isn't adjusted
to the paper weight, the press will pull more than one sheet of paper through
at a time. As the paper gets pulled through the press, it comes in contact
with the rubber blanket, which prints the image onto it. )

S0 most of the adjustments are made before you start to print.

Right, but as you run the press, you may find that suddenly your image is
getting blurry or the machine is taking more than one piece of paper at a
time. Then you shut down the machine and check the atrflow or ink fountain
or water solution. Another thing L should meation is the wecather.

The weather? What's that got to do with printing?

A lot. The thickness of the ink, and the oil that lubricates the machine
are hoth affected by the temperature and humidity. -Generally speaking, the
oil and the ink have to be thinoed a little whem 1t's cold gutside. Ou a
hot day you have the opposite problem: everything gets a little too thin.
I'11 explain how to fix these problems when they come up. Now, I'll take
care of any mechanical problems that require tools, until you really under-
stand how this machine worka. We keep all tlie tools together at the work
bench. That way everyore in the shop can use them, and everyone knows where
they are.

PRINTING
INK
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Margie:

" Frank:

largie:

Frank:

Margie:

Frank:

How long does it take for the ink on the printed paper to dry?

That's a good question. It depends on how much ink goes onto the page.
With a page that has a lot of bold print or large inked-in areas, the ink
takes a while to dry. In fact, sometimes as the pages get printed, you
have to feed a blank sheet of paper between each page so that the pages
don't smear one another. Once a page gets smeared, it's worthless.

$o the ink is permanent?

Right., It's permanent on paper and very difficult to get out of clothing.
That brings me to another point.

wWhat's that?

Don't wear your good clothes here. There aren't many hazards to this job,
but ruining clothes is one. Do wear comfortable shoes, because you'll be
standing on your feet most of the day. All of our machines have safety
devices on them to cut down on accidents that could happen. But it's best
to be alert at all times so that accidents won't happen. In some big
printing agencles, the noise from the machines is so great that the workers
must wear plugs in their ears. But in a small shop like this one, you won't
find that a problem. The advantages to this job asre greater than the dis-
advantages. You're learning a akill. And since printing is stil) very

much a growing business, you can get a job in most amy city or town in the
country. There's plenty of room for advancement {n this field, and the pay
is good. Once you've finished your apprenticeship, you'll go on union wages.
The union pay starts at about six dollars am hour, and it goes up from there.
ut for me the biggest advantage td the job is that in a emall shop like
this, you get experience working on every aspect of a project from start to

finish. It's rewarding.
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1 like that idea, myself. It's easier for me to take pride in my work when
I know 1've taken part in <very step along the way. So, once the pages are
printed, whar happens next?

frank: That's right! I still have to explain to you about the maintenance of these
machines. We use a blanket wash to clean Nellie. You must always clean
the machine when you change colors. If you always use the same color ink,
the machine needs to be cleaned every three days. You see, the ink gets
a lictle gunky an’ gummy after a while. Then ic can start to buiid up.
Cleaning the wmachine is one of the most important maintenance steps. Other
important steps are: oiling the machine regularly cnd changing the rubber
blanket about every three months. Sometimes it needs to be changed more
often. All cthese things contribute to quality work. If the work we pro-
duce is of high quality, then vur customers come back. That's whar keeps
us in business.
Well, Margie, I think X'm going to let you go for lunch now. When you come
back, I'll show you how to oil the machine, and then you can see old Nellie
iu action.

Margie: Thanks, Mr. Reynolds. What will my hours be here at the print shop?

Frank: Eight to four-thirty, with an hour off for lunch. Once in 8 while you may
have to work overtime. But that only happens when there's a big job that
has to be finished. )

So 1'11l see you in an hour.

Frank: Sure thing, Margie. , ' »
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OFFSET PRESS OPERATOR:
QUIZ YOURSELF

Name 3 skills and tasks that an offset press operator would perform at work in
a small shop.

1.

— —

2.

3.

———a -
* )

How is working at a small prinr shop different from working at a large printing
agency?

e o S T "

Name 4 pleces of equinment or parts of am offset press which a press operator must
be able to use.

L. 2.

B

j. 4 ) ‘c

—— - - ———

Name 3 of an offset press oporator's maintenance tasks.

- AR m e e e e e -

———— e e 4 At St e i

Describe 2 ways of getting the training needed to become an offset press operator.

1.

N —

2.

- - - ome P et - e hrevem A e -

”~

Name one advanceaent possibility for somsons wvhe hss conmp_ated an apprent iceship
at a small priat shop.
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Leroy Ames, Telephone Trainee

‘ My name is Leroy Amges. last month I graduated from high school and next
- week, I'1l finish my threv-week, telephone operator training program. That
-means 1 can start working here at the Concord Telephone Company full-time.

As a trainee, I learn by reading training books and then I test myself ta see

how much I've learned. I also use a model "toll cord board" to practice

what ['ve learned from reading.

At the toll cord board, I practice helping customers who don't know how
to dial, or who need help in emergencies. 1 also practicy helping
customers to complete long distance calls they can't dial direct. “Person-
to-person," "reverse charge," "credit card," and "pay phone' calls are
examples of calls which customers can't dial directly. r__f_ﬂf

T

——

-y

~Z
-\

One thing I like about the training program is that I get paid a salary
while I'm learning. Another thing I like about my training is that 1 can learn
at my own pace. 1 don't have to wait for other trainees to catch up before
1 can practice on rhe toll cord board or start reading the next training book.
Besides that, service assistants are always around to help out. They explain
things to the trainees, and help us out by playing the part of the customers
when we practice on the toll cord board. After listemning to wme practice, a
service assistant can suggest ways to improve. After | complete my training,
service assistants will continue to suggest ways 1 can improve at my work by
listening f{n on calls 1 take. Also, they'll be on hand to help me with calls
when I need it, (t's really important for telephone operators to be able fo
work under close supervision.
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Some skills needed by telephone operators are speaking clearly, being
courteous, alert, fast at their work, on time, and regular in attendance.
Right now I'm learning how to record information about every call 1 take
by marking the right spaces on cowmputer cards. Customer billing and company
records are handled by & computer, so I'm really careful to mark the card

without a mistake. Accuracy is another very fmportant skill for telephone
operators.

Telephone operators don't have to memorxize how much to charge for every
call they process. But they must know how to read the Bulletins, which list
the rates or costs of all kinds of telephone calls. Bulletins also give
operators directions for sending telephone calls to their destimations.
etting to know the codes and symbols used in Bulletins is part of my training.

Telephone operators must be wotkIng at the toll cord board 24 hours a day,
every day of the year. S$So operators don't usually work a 9-5, five-days-
a-week schedule. Every operator’'s work schedule varies, so that everybady
works a late night or early morning shift now and then. 1 like that
idea, myself. Operators also get periodic rest breaks at work and get paid
at the rate of double-time-and-a-half when they work on holidays like Christmas
and Thanksgiving. And part-time work is available for telephane operators, too.

As a telephone operator, I'll be doing all my work seated at.the toll cord
board in a clean, well-lighted room. In a few years, the toll cord board will

be replaced by a “console,” which will automatically figure out and record
charges for calls and automatically route then.

= | B

I L7

231

23



It'11 take tewer operators to handle more calls when the console is used.
Telephone operators won't have to be out ot jobs, though. They can advance
to other positions in the Concord Telephone Company, using the Upgraded Tramsfer
System.

o

Y

I can plan to use the Upgraded Transfer System now. It works like this:
after 1've been working as a telephone operator for six months, 1 can apply for
other positions in the company. When there's a vacancy, 1'l1l be interviewed
for the position. Jf 1'm qualified, I'1ll get the jobd.

If I nced to get more training to hecome qualified for a job in the
company, 1 can use the company's Tuition Plan. The company will help me pay
for "business~related" training that will help me advance co other positions.
Typivg, accountiang, psychology, and English are just a few of the many courses
the Concord Telephone Company considers "business related.”

Although telephone cowpany employees do the same type of work day after day,
and must always work according *o strict instructions, there are plenty of advan-
tages for telephone company employees. Paid holidays, vacatioms, health plans,
retirement and disability plans, savings plans, and sick leave are some of them.
What I like best about working for the telephonc company though, is being
encouraged to advance in my career. That's what training to become a telephone
operator is all about for me. Last month I graduated from high school, next week
1'11 be a4 full-time telephone operator, and next year--1'l11 be on my way to
career advancement:
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TELEPHGNE OPERATOR: | ‘
TEST YOURSELF -

®

Name & skills and/or tasks of a telephSEQ operator.

1. 2.

3. 4. )

Name 3 tools or pieces of equipment used by telephone operators.'ﬂow is each used?

TOOLS USES
1. : 1.
2. . 2. :
3. 3 -

How does a telephone operator use reading skills on the job?.

) T S \ # «e

Describe a telephone operator's schedule and work conditions. \a’ N
“ “

e e m— ——

Describe the training needed to become a teleplhione operator.

o et e e -

How can a telephone operator advance to a higher paying position?
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COMPUTER -

SYSTEMS ANALYST

b

Hi, I'm looking for...

Yes, I‘ve been expecting yoa. I'm Ray
Data, the systems analyst here at CCC
(Creative Computer Consultants). I

write and test programs for computers

- ) .

_L

Not just any work! 1 design only
software. Seoftwar@ means programs,
the directions that tell a computer
how-to solve a problem. (Nardware
means the -omputer {itself, and al
its mechanical parts.

i

-I- _1 ) o oo

Rigat! CCC subcontract;
rk from large corporation
tnat need help
working with
their computers.

BUt can you tell
ue. . e

kgpow what those
“O'l‘ds meant, but
I've never had
the time to
find outy

.
| SO pRpRp U -

Don't worry, I understand.
. in your position rarely have the
time for such details., 1'm im-~

1]

pressed that you're interested. Tell me...How do you design software ]

what tools do vou use?

T
A3

47

spend about 607 of my time at this terminal
This is where 1 write and test programs. A
telenhiorie connects the terminal to a com-
puter. I dial the computer's code on the
phone. Then the phone transmits the\]
'Mmessages back and forth {rom computer %

to terminal. ! also use pens, pencil
and sc 15&0!’8/

i

- .
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\ for computers?
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Fd

or computers. When a program is perfect,

(5iease haye a seat. I want to write perfect programs
f

the computer

When I think a

,gives back only correct infoimation.
program of wmine is perfect, I write up the documen-
\tation for the program.

ell me about the
documentat{on.

Documentation {s twe thind!&

a technical manual (written
that any systems analyst can

understand the integnal
make-up of the program)
and a user's manual which
explains to the user

-how to get correct //
answers from the
computer,

What if the computer
doesn't give the
correct answer?

ig

Please take, your coat off. Make yourself comfortable. : '
torclienty’, That means that if there's a bug (mistake) in the system, we'll

CCC offers ongolng supporgﬁ

s

That's part of our contract. /7

( Who draws up the contract?

Iy cliént and [ draw up the coatract together.
T need good m.th skills because | estimate
*‘the,cost of the job. The cost is deter-
fmined by the time it will take CCC to
complete our work and by
the nature of the program
my client wants. Once we
agree on a price, we hoth
sign the contract.

e

Tell me... how did
you get to be a
systems analyst?{
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Oh, I assure you, I'm highly qualified. I attended four years of college
where I studied computer science and mathematics. Computer science
classes gave me the opportunitv to learn how to use computers and
terminals as well as to experiment with different programs.

S~ |

1 have to attend lots ot workshops and seminars
as part of my work here. And of course, since

That*s classroom training;
what about aon-the-~job training?

each programu I design {s diffcrent from the
one before it, I'm always learning new things.

You don't mind if [ eat
while you talk?
I've got a busy

schedule today.

P

2 4
Both are essential. I must read the manual for each computer, 1 work with so

"that [ can design the program correctly. I must also do a lot of reading to

keep up on all the newest findings in the computer field. Writing 1s also
important, because when I write up the documentation for a program 1've
designed, 1 must he able to write very technical information clearly and
as simply as possible. A manual which can’t be understood is useless!




thousand dollars a year. And'a benefit of working here at CCC is
that we employees get a share of the profits as well as a salary.
But there are other aspects, besides the pay, which make the job
worthwhile for me. The job is hazard free. I don't even wourry

about getting my hands dirty. Tt's never boring, because I work
Lipt new people all the

Sometimes 1 even gravel to interes-
) ting places to meet clients. But
the work can get hectic, and | ////
must work long hours when there are
deadlines to meet. _4,ﬂ*"“J

(;;“' iow's the pay as a systems analyst?
rit depends on uhere.you work. It may range between ten and sixty

I see. Listen, can you
tell me where there's
a bathroom on this
floor? I want to
wash up before

LE get back to work.

| What do you mean "get back to work?" [ thought you were Kob La
" . omputer!
{ {here to discuss a contract on a new program for your QBM comp .

huilding. 7T was on my lunch break and stopped in here to ask
you where the employee's cafeteria 1§;yf'*

E;e you kidding? 1I'm Milton Fitch. I'm a new janitor im the

Oh. The bathroom i; next door, and thé cafeteria is at the end oi;)
the hallway. y

N —
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. writing:

-disadvantage:

SYSTEMS ANALYST
_ HOW MUCK DO YOU REMEMBER?

1) Ray Data designs computer software. What is software? What is hardware?

software:

hardware:

2) Besides pens, pencils, and scissors, what are Ray's two most important tools e
or pieces of equipment? ‘

3) Describe a gystems analyst's work place.

4) How does Ray use math, reading, and writing skills on the job?

math:

reading:

5). Whar'kind of training prepared Ray for his work as & systems analyst?

school:

on-the-job:

) Name one advantage and one disadvantage to Ray's work.

advantage:

7) Systems analysts can make lots of money, depending on where they uofk. What's
the range of salaries which can be earned by systems analysts?

P

From § to § .




:u.GEﬁuw
. &.@ sa \ ﬁ .
»umcec.s qo.o@ QD .@o@m .
@ %, 2 GAO. .ﬁvx\
u&b © & i %A.%@
r—.mmu_.:&u@w\ me\ . \wq . L& . Q@ﬁg
oﬁwnwoq. - .
& . ..
. o
. % &hwz@g. _ ..OQLOO@\ . Mw
< . M - :&Wow Amv X
g ¢ .m,m ,%. i
< > .
| , doﬁt._ %&K | n_
. b Sant® . Kderspuel
| city pta®®™ . ™ — e
fre hgh® 6 Ry o MRay
. & K o o,
a0\ P .Wu | .EES

| | ” =
£ . A 3 . ) . 3 - o : ) ) ) .



MICKI LANE: ENVIRONMENTAL CONSERVATION LABORER

Hi thare. My name is Micki Lane. 1'm a laborer at the regiomal office
of the Department of Ruvironmental Conservation. 1 )ike the outdoors and,
luckily, that's wherc I work most of the time. I have to be prepared to work
in all kinds of weather. I am employed as a seasonal worker, which is a little
different than a permanent worker. As a seasonal, I get switched around to
different work places at different times of the year, depending on what work
needs to be done. If I became & permanent worker, I'd be in one place all the
time or doing just one type of work. As you may have guessed, I like doing
different things at work. I get bored doing just one thing over and over. So
this type of work suits me fine.

Y

I sometimes mow lawns in the hot summer sun or cléan out clogged drainage

&hdAtches in the pouring rain. Once I had to help fight a forest fire up on the

tain. In the winter I plow snow from the roadways here at the regional
5ffice. I1've moved and repaired office furniture. And I've cleared brush and
cut trees around fences and on forest roads and trails. ' My work is so varied, that
1 have to be prepared to do almost anything. My background 15 in plumbing repairs.
I took the BOCES training course in plumbing during high school and whenever
any plumbing repairs are needed, I do thes.

Take a look at all of the tools here. I'm proud to say that I have a good
working knowledge of each of these hand tools and small power tools. I use them
oo the job all the time. The regional office of the Dipartment of Enviroomental
Conservation supplies these tools when I need them. Some of the hand toois 1
use are hammers, saws, screw drivers, paint brushes, wrenches, shovels, picks,
axes, rakes, hoes, hand trucks, and many more. Some of the small power tools 1
use are lawn mowers, chain saws, jig saws, sanders, and many others.




' The working hazards fnclude the danger of falling trees, or. injured ears.
Safety regulations here require that all laborers wear hard hats while working
on conatruction johs, and ear plugs

o
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Now when I was in high school, T didn't like the reading we had to do—-
novels, poems, essays, and things like that. But now I'm glad I stuck it out.
Reading is very important at this job. I have to read directions so that 1
know how to put things together. 1 also have to read work orders to know where
I'11l be working and what my tashs will be. Math i{s important sometimes, too.

I need to figure out how many hours I've worked each week in order to f£fill out
my time card. Besides simple addition, I have to figure out ratios when I fill
the chain saw with a gas and oil mixture. I also have to get along with people.
It's important that I can answer any questions they might ask me when I'm out

in the field, because I'W & repieseuiaiive of ihe Department of Environmental
Conservation. And the most important skill I use is common sense. Common
sense helps me figure out how to do things that I've never had experience

with before.

This region includes seven counties. That's a pretty large area to -over.
So I sometimes have to travel quite a distance to do my job. The average work
day is from 8:30 AM to 5 PM with & half-hour for lunch. Once in a while I
might have to work longer. Then I get paid the overtime rate. But that's
pretty unusual. When I started out here I worked for the minimum wage. After
only a few months, my bosses saw that I could work well, so I was given
a raise. ’ow 1 can look forward to raises usually on a yearly basis.

Right now I'm taking a special class to learn to drive large trucks. When
I pass the test, I'll be able ro drive the big trucks used by the Conservation
Department. The Department of Envirenmental Counservation encourages all employees
to keep going back to school. The more skills we learn, the better it is for us,
These skills can lead to getting a higher paid position here or at any of the
other regional offices. This ip.a-real advantage to working here. And there
are lots of chances for advancement. From laborer, I can advance to a
maintenance assistant, equipment operator/truck driver, or tc operations
or field supervisor. Each of these jobs requires more skill and experience
than mine does. I'm working co advance, and 1 feel like I've got a real
exciting future.

.
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ENVIROWMENTAL CONSERVATION LABORER

QuizZ

Micki's work tasks are varied. Name three of these tasks ir the spaces below.

Nace two hand tools and two power tools that Micki uses on the job. ‘

Hand tools: 1. 2.

Power tools: 1. 2.

As a seasona! worker, Micki works at several different work places throughout the
year. uescribe three of these work places in the spaces below.

l'..- . .. 2~ 3-

~

Dascribe how an eavironmental conservation laborer uses math and reading skills
o the j0b.

math:

M ———— A T e - - - —

what kind of training halped Micki to prepare for her jeb?

e = e € Aa g A e A oAy e R - —_—

Name one on-the-job hazard and one advantage of Micki's type of work.
hazard: = - . — —
advantage: a

U et - - -

-

Roae Acine w;;tbtutsaz of sdvancement for envirenmentai ennservation loborers.
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EARTH SCIENCE TEACHER (j

I teach earth science to five groups of students a day,

And the reward of seeing students learn is asz important to me as the pay.

I help students learn about the structure of this earth,

Its place in the universe, and earth’s history since its birth.

I teach respect for this planet's resources, a topic called "conservation,"
And I try to excite kide about the natural beauty abundant across the nation.
Some other topic® I teach are “minerals," “astronomy,"” and “weather."

And since both "seasons” and "time" depend on the earth's movement,

1 teach these two topicas together.

When the school year begins, I plan lessons, and order the materiala 1'11 use:
Films, mineral samples, and models of caves and mountains

Are gsome of the teaching tools I choose. ‘ '

I describe each rew topic, and I encovrage questions, “pPlease ask."

Helping students understand what I'm teaching i a very important task.

I lecture. 1 draw diagrams and write words on the board.

And then I check each student's work so that no onme is ignored.

I want students to do more than just listen to me, so I do more than just blab.
We go outside for earth amd sky observation, and do experiments jn the lab.

I fatroduce new words and ideas before 1 teach a lab subject. '

And I give out supplies so students can practice using

Beakers, thermometers, bunson burners, scales, and other scientifit objects.

I make up lab experiments and tests, and then I grade them too.

,And T put together groups of rocks for sampig mineral kits.

I help students with special projects or problems after school.
I enjoy this, but discipline problems sometimes tax my wits.
when a student interrupts the class, acting like a clowm,

{ try to cool my tewmper, aad calw the whole class down.

248
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l Many of my teaching ekills are things I learned in school.

1 use math for figuring proportions and equations, and I read a lot, as a rule:
Text books, lab instructions, maps and graphs of the sea and land.
. My personality skills include patience, and flexibility with my plans.
It's important to be able to explain new ideas one step at a time,
And to know what each student is capable of.

l Some kids need lots of special help; others work alone just fine.

2

My interest in earth science started étr me wvhen I was a child.
I was curious about the world around me, and I loved all things that grew w ld{’
But before 1 taught science, I was & mechanical engineer.

Then the fact that I wanted to work with people and the earth became very clear.
Though I had some college training, I'd nevér gotten a degree,

So 1 tock acience and education courses for years at night, you see.

Then, after teaching earth science for a few years, 1 went for my masters degree.
Even though 1've earned my M.S., education's an on-going thing with me. _
During the long susmer vacation that most teachers earnm,

I take science courses in the field, my favorite place to learn.

The courses 1 take help me teach with enpthusiasn.

It's easy to get excited about caves after a summer exploring underground chasms.




‘- ®

I work in the field, in classrooms, and in experimental labs.

Variety at work is one of the things that feels right

About this job of teaching science, which for me is prime. ,
Besides high school, earth science teachers can teach adult ed. courses at night,
Or with a masters degree, at junior college, part time.

I can't imagine more fulfilling work than teaching, but...

Teaching jobs are hard to find now; school budgets are being cut.

The benefits at this job include hospital and dental insurance plans,
Sick time, and personal time, and chances to advance

To a school which pays better salaries, or is in a better location,
Or, if you're talented in management, maybe a job in administration.
But an advantage to this job which really helps me feel my worth

Is watching students get excited about studying the earth.

K4
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EARTH SCIENCE TEACHER:
TEST YOURSELF

What are 3 on-the-job tasks of an earth acilence teacher?

lq ) .

?

3.

.

Name 4 tools or pieces of equipment an earth scienée teacher might use on the job.

1. 3.

2. 4.

What kind of training will prepare someone to teach earxth acience?

Name 3 places where an earth science teacher can be found at work.

L. 2. o 3.

How do earth gscience teachers use reading and math skills on the job?

reading: math:

What other skills are important for success as an earth science teacher?

What'gs one possibility of advancement in the teaching field?

R

Name one benefit and one disadvantage that comes along with working in the teaching
field.

benefit:

disadvantage:

251
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$SICA ELDRIDGE
SOLAR RESEARCH ENGINEER

Hal:

Jessica:

Hal:

dello., I'w Hal Adams, a student in the Work Experience Program at
Uptown High School. 1 have an appointment with Jessica Eldridge,

to talk about what I'1ll be doing as a lab assistawt here at
Sol-Producis.

Hello, Hal., 1'm Jessica. I'm a sSolar regsearch engineer. 1'11 be
your supervisor while you're here at Sol-Products.

I'm eager to learn about the work done here, especially the work
1'11 be dﬂing-
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Hal:

Jessica:

Hal:

Jessica:

Hal:

Jessica:

L3

Jessica: I sure do like your enthusiasm. Here's a drawing of a ainpie solar

heating system manufactured by Sol-Producte, The solar collector
collects heat energy from the sun. Then the heat is kept in a
storage tank. The heat exchanger circulates the heat from the
storage tank to the area to be heated, and them back to the
collector. The natural flow of air circulates the heat in this
system. Fans or pumps can be used to circulate air or liquid in
our more complicated systems.

The thamal vss movks as a shmge tonk.
- The Yents work 85 g heal exchanger,

A big part of my job is to design experiments that test the solar
heating system.

What things do you test?

I test all the separate parts of the heating system, like valves,
pumps, heat exchangers, adhesives, and other materials. And I test
all the parts together as an entire system. I also do life-cycle
cesating.

Does that mean testing to see how long something will live?

Yes...sort of, Life-cycie testing heips me determine the durability
of materials ised in the collectors. Right now, I'm running "quality
control” tests on the absorber plates used in sular collectors. As

a lab assistant, you'll be helping me with the quality control tests.

r

Is this the lab?

Yes. Here is where we test the "out-gasing' properties of sealing
materials used in solar collectors.
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Hal:

Jessica:

Ral:
Jessica.

Hal:

Jessica:

Hal:

Jessica:

Hal:

Jessica:

Hal:

Jessica:

What's "out-gasing''?
\

What happens in out-gasing is just like what happens inside a new-
closed car on a hot, sunny day, when the windows become foggy. You
see, the sealants used in solar collectors contain oils~-~the sawme
kind of oils used in the plastic materials in a car. When the oil
in the sealants is heated up by the sun, some of the oil turns into °
gas. The gas condenses on the glass cover on the solar collector,
just like it does on the inside surfaces of car windows. The
condensation inside a solar collector cuts down on the amount of
solar energy, or sunshine, that enters the coliector.

So you want to cut down on out-gasing. Is that right?
ves. You've got it.

It sounds like decigning and rumning experiments takes a lot of time,
Do you have other work reaponsibilities?

Yes. I write bi-weekly lab reports. 1 process the data gathered
from experiments, to be sure there are no errors. Then I present
the findings from experiments in terms others can understand.

What do you mean?

Well, the "language" of sclar research engineering is formulas used
in physics and math. Imn fact, without having learned advanced
physics and math in college, I couldn't be a golar research engineer.
I use the formulas of physics and math to design experiments. The
data T collect from experiments is also iy formula language. I
“rranslate” the formulas into language that can be unoderstood by
people who aren't scientists.

what kinds of tools do you use in your work?

Well, 1 sometimes work with chemicals. That requires using a lot
of care and caution. Using chemicals improperly is a major hazard
in any laboratory. But all my other tools are measurement devices.
1 use -these mechanical gauges to ure pressure.

They look like the gauges used on our water heater at home.

Yes, they're the same, although these are much wore precise.




o

Hal: This looks like an electrical
tool.
It is. It's a periheliometer. — _;j‘.

Jessica:

L

It measures light intensity.

But these are my most useful pieces of equipment. The Data Plex
takes electrical impulses from sensgors attached to other electrical
tools, like the periheliometer, and 1t converts the electrical
impulses into numbers, like 3TU's per square foot per hour.

Hal:

Then this Strip Chart Recorder charts the information from the Data
Plex. . These tools sure save me time when 1 write my lab reports.

I can see I have a lot to learn, just to be able to use the tools.

. Learning about them must take a long time.

Jessica:

Hal:

Jessica:

Hal:

I learned about most of these tools in my physics, math, and
engineering courses in college. I didn't use a Data Plex or Strip
Chart Recorder until 1 came to work here at Sol-Products. 1
learned to use them on the job. t

How much education beyond high schwel wouid I nced to ger 8 ioh as
2 solar research engineer?

You'd need a strong background in college physics, math, and
engineering, and some employers may require aun engineering degree.
Many colleges offer courses in solar engineering, and many will
soon of fer solar engineering dggrees. .

1 guess there are lots ‘of chances for advancement in the field ot
solar englueering.
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Jassica:

Hal:
Jessica:
Hal:

Jessica:

Yes, there are. And the advancement possibilities are growing
rapidly, as more and more solar research industries are set up.

A person qualified to work in the field of solar research will
easily find a job in alwoat any part of the country. it's a

good field for starting your own business, too, because the public
is very excited about the development of solar industry.

There sure are lots of advantages for workers in the field. What
do you like hest about 1t?

I like the enfhuainem of the many young people, like you, entering
the field. I'm looking forward to working with you.

»

Thanks, Jessica. When do we
start working? . .

Right now. Bring that condensation .
{lask with you. We'll start run- ' i

ning some quality control tests
on a new brand of sealants! .

Soo o)
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SOLAR RESEARCH ENGINEER: QUIZ

inear \n rfnrms on the 1ob.

3
0
gﬂ
3
H
3

9

(
h

What is the "language" of solar research engineering?

-

solar research engineer.

Name one possible hagard in the work of a

—— o

Write the names of 2 tools or pieces of equipment a solaf research engineer uses
on the job. Write what each one 1is uged for.

Tool or Plece of Equiprent Use

1.
T

- — e W T ————— A S S - gy

2'- et e m————— s o Do e oA 8 e e
What training would a perton need in order to gat a job as a solar research

engineer? ]

—————

-
-

the field of

g

—n——

Desrribe the career advancewent possibilitias
solar resesrch engineering.

for a worker in

-~

where can a solar research engineer expect £0 find a job?

e o m— v -

N e e onge avaicae ) -

o ——
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OPTICAL MECHANIC / BENCH TECHNICIAN

An optical mechanic makes eyeglasses ptesc#ibed by eye doctors.

SKILLS & TASKS TOOLS

Orders lens from factory, where it is
manufactured.

&
EQUIPMENT

-

Puts lens ir lensometer, which marks
the center o. the lens.

Puts lens in holder.

Selects "template," a pattern used to
determine size and shape of lens
which fits into the eyeglass frame.

Puts template and holder on &
grinder, which cuts lena into the
shape of the template.

Heats lema to smooth ground edges.

bnols lens with cold air from air

volishes lens.

"pPops'' lens Into frame.

Uses small pliers, screwdrivers,
and glass drills to repair
damaged eyeglasses.

OTHER SKILLS

A bench technician must have good
mechanical and fine meter
coordination in order to do
close precfsion work.

259



USES MATH
doctor's to calculate
prescriptions 4 prescriptions

WORK PLACES

Off{ices ot cye doctors who dispense eyegiasses direcily (o paiients.

laboratories where the structure, functions, and diseases of the eye are studied.

Retail stores that sell prescription lenses.

WORK CONDITIONS

Work places are well ventilated, but may be noisy because of power grinding
machines. .

Bench technicians work a standard, 40-hour week.

There are many employment opportunities for physically handicapped people with
full use of their eyes and hands.

Membership in a lens grinders’ union is optional, and the availability of med-
ical insurance, vacations, sick time, and retirement plans depends oo the work

place.

TRAINING

On-the-job training, for 2-3 years, depending on size of work site.

Apprenticeship programs for 3-4 years.
Vocational schools, for 9 months full time, and additiomal on-the-job training.

Armed forces.

{n some states, a beach technician must obtain a license before working in retail
shops.

ADVANCEMENT

In places that employ many -bench technicians, supervigory or managerial positions
are availabdble. -

With more training, qualified bench technicians may become dispensing opticilans
or optometric assistants, who, in addicion to making eveglasscs, fit the finished
glasses on patients, ana help carry out tests for prescribing eyeglasses or
contact lenses.
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‘w\<§QE:Z§: Bench Technician
Get The Facts

Name 3 work tasks a bench technician performs on the job.

1.

2-

3.

Name 3 tools or pieces of equipment a bench technician uses on the
job. Tell what each one is used for.
¢

TOOL ' USE

1.

2.

g -t

what does a bench technician have to read on the job?

How does a bench technician use math skills on the job?

Name 2 places where a bench technician can get training.

1. 2.

Name 2 positions a bench technician can advance to.

1. 2.

o

what appeals to you the most about a bench technician'’s work
conditions?

&S
()
~I
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STEPHANIE CROW:
PRODUCTION SUPERVISOR

My name is Stephanie Crow. I work in a factory that makes wooden toys
tor children. Doll houses and doll house furniture, cars, trucks, boats,
and rocking horses are some of the wooden toys manufactured here at Toy
Craft. And I'm the production supervisor of the assembly department. The
assembly department puts the pileces of a toy together into a finished pro-
duct. 1 have to make sure there are enough parts to make the toys, and I'm
rvesponsible for making sure that the parts are put together correctly so
that each assembled toy is strong and sturdy. As production supervisor, I
also train new workers on the job.

l

My work requires a lot of planning. [ meet once a wéek with the shop
manager to find out what toys the company wants put together and to plan the
work the assembly department will have to do to get the job done. After the
manager and I agree on what's te be done. we write up a "work order" for the
assembly department. 1 sure use my math skills when I clieck to s<e if we
have enough parts to make the number of toys required on the vork order. If
we don't have enough- parts, I write up a ‘request order” and send it to the
parts department. (The workers in the parts department make the pieces of
the toys we assemble here.) Once 1 have all the parts on hand to assemble
the toys, the assembly line workers can begin putting them togéther. As
the pleces are assembled, 1 check to be sure the toys are put together
correctly. That's quality controil '
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1 began working for Toy Craft 5 years ago. I worked on the assembly
line for 2 years, where 1 learnmed the syatem and routine of ' l4ng the
toys manufactured here. When there was an opening for production supervisor
{in the assembly department 3 years ago, I applied for the position. I got
2 months of on-the-job training for the job, and now I train the new assembly
vorkers 1'11 be supervising. I also train assembly workers for putting
together new toys the company designs.  And when extra workers are needed to
meet a deadline, I sometimes work on the assembly line, too. I still enjoy
wvorking with glue, screwdrivers, screws, and wood clamps to put wooden toys
together vhen my help is needed. But as production supervisor, the usual
tools for my work are company "work orders™ and "request orders,” my own
planning skills, and my ability to get along well with the people I work with.

Toy Craft is the only company I've ever worked for. I like working here
for lots of reasons. I work 5 days a week, 8 hours a day, with a half hour
off for lunch and three 10-minute breaks during the day. Those breaks are
important for people who work in assembly departments. The steady drone of
the power tools and the routine of doing one task over and over again can
make people forget to be careful at what they're doing. Working around any
kind of power tool or piece of machinery can be dangerous if workers become
careless of what they're doing. Regular work breaks are great safety
precautions.

_ 1 also really appreciate the two week vacation I get every year hcre. And

We all get paid sick days and personal days and membership in the company's
health insurance plan. And Toy Craft offers great job advancement oppor-
tunities, too. I1've applied for the position of shop manager which will be
available in 2 months, and I know I have a good chance of getting the job.

And there are higher paying jobs in the company too, that 1 can prepare for

if 1 po back to school or take special company training courses. But that's
for my future. Right now, I'm happy with the pace at which I'm advancing on

Yoy
CRAFY

BOATS

/ ‘ r

e

There are plenty of factories 1 could work for, if ¥ wanted to leave
Toy Craft. But T like working here for all the rcasons I've told you about.
The most important thing for me, though, is working to make & high quality -
product, and the wooden tays I‘halp make here at Toy Craft are the finest-
on the market. That's part of my job. -
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' PRODUCTION SUPERVISOR: GET THE FACTS
l Name 3 skills and/or tasks of a production supervisor.
1- . ’ R '? )
l 2.
| 3. - -
l Where did Stephanie Crow get training to.be a production supervisor?
I Name 3 tools Stephanie uses on the job. Name a use for each one.
¥
l‘ Tool Q Use
| o
- __ > ... _
S e e e e
l What is Stephanie’s work schedule?
, o
' What is one possible hazard for workers in”an assembly department?
l What, are 2 advantages Stephanie appreciates in her work?
l. - N N i i i et o sl - - -
. What training would Stephanie need to advance further on her job?
e e e Cm s - s oo o s
. Name one work place for assembly workers.
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. UPHOLSTERY -REPAIRER

Uphol'stery is the stuffing covemng and other materials
used to make turniture llke sofas and chuirs soft




|
i The workshop is well lighted and well ventilated.
|
i

= -
‘ \ i O O 6
/ /////// 9
l’ x' ~
l'l PI-\ . 20
J 22 el | L
g \ | 25
2 = Ky l'l}
1 - 23 ~d2y
1. webbing stretcher 13. sewing machine
2. rubbcr mallet 1h. blo-gun
3. rippiny tool 15. air compressor and hose
4. tack puller 16. staple gqur
5. awl : 17. webbing
6. staple puller - 18, twine
7. screwdriver 19. spray paint .
8. hammer 20. stuffing -
9. needle nose pliers 21, burlap :
10. shears 22. tack strips '
11, "C" clamp™ 23. zig zag springs
' 12. pony clamp 24. tacks
y 25, padded wooden horse "
[KC 266 262
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Skills & Tasks

TAKES FURNITURE APART:
1. Removes worn fabric and other materials covering springs
nr wehhinn
Takes out bent or broken springs.
Rips out worn webbing.
Repairs wooden frames by regiuing loose parts.
Replaces badly damaged wooden parts.

Vi&w M
» L] -

PUTS FURNITURE BACK TOGETHER:

1. Stretches webbing strips lengthwise and crosswise on frame.

2. Weaves webbing strips where they cross.

3. Tacks webbing strips in place on underside of furniture.

k. Places springs in position and ties them with twine.

5. Forms burlap covering for stuffing. (Stuffing pads the
springs or webbing and Is often made of material like
horsehair or foam rubber.)

Sews stuffing to burlap.

Covers stuffing with cotton fabric, called muslin.
Lays out pattern.

. Cuts fabrig,

Sews fabric where necessary.

11. Sews finished cover onto prepared stuffing.

12. Refinishes exposed wooden parts.

—

ok
DWW~ O,

Upholstery repairers in large stores may do only one task over and over, like assembl-
workers. Upholstery repairers in small shops do many di fferent tasks in a working da
l Many upholstery repairers are self-employed, in their own shops.
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Other skills needed on the iqb |

Physical coordination and concentration, to stretch webbing and fabric with
hand tools while using mouth to put tacks in place on magnetized end of hammer.
. Physical strength, to lift and move heavy furniture.

Ability to pay attention to detail. '

" Math skills, to figure out fabric yardage (inciuding allowance for seams) and

to figure prices.
5. Reading skills, to order tools and equipment from upholstery suppliers' catalogs.
6. wWriting skiiis, O €111 out arder forms.
7. Business management skills, to run own shop.

—
»

Sw N

Training Piaces

High school , vocational school, and college, for
courses like “Textile Fabrics' and “Furniture Making."
Apprenticeship programs, for 3-4 years.

Oon the job, as an ald or helper, for 2-3 years.
Furniture factories, as an assembly worker.

N Work Places

Small repair shops (fewer than 10 worke¥s) .
Furniture factories and department stores.
Large universities and chaln operations 1ike
hotels, motels, theaters.

—

r
Ad'.ncement to: Higher wages, as repairer's skills

s improve and increase.
tl:)\, Manager of upholstery department
~ in a furniture store or factory.

owner of an upholstery repair shop 4

Hazards

sack strain, from lifting and moving heavy furniture, and from standing and bending

in awkward positions while working. :
Breathing dust, especially when oild stuffing is removed.

Advantages ’

Membership in the upholsterers' trade union.
Maybe medical insurance, vacations, sick time,
size of the business.
Upholstery repairers who wor
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and retirement plan, depending on the

k in department stores get discounts on all their purchases

264

& .
268 h

«



|
NN PR

1 ()  Quiz Yourself
" UPHOLSTERY REPAIRER

. Name 2 tools or pieces of equipment you could find in an upholstery repairer's shop.

1. . 2.

l Name 2 tasks an upholstery repalrer performs on the job.

- Name 1 math skill an upholstery repairer needs on the job.

14

l Name 1 thing an upholstery repairer might read on the job.

l Name 1 other skill an upholstery repairer needs on the job.

- 1. 2.

. Name 2 places a person can get tréining to become an uphoistery repairer.

! Name 2 places where you might find an upholstery repairer at work.

1. ] 2.

Name | hazard in an upholstery repairer's job,

Ty

Name 1 advantage in an upholstery repairer's job.

l What are some possibilities of advancement for an upholstery repairer?
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CMOICE curriculum materials were developed at
Mid-Hudson Migrant Education Center and jointly
funded through Career Education Incentive Act,
CETA, and Chapter 1, Section 143 in cooperation
with Ulster County BOCES, Putnam/Northern
Westchester BOCES, and Mid-Hudson Migrant
Education Center, New Paltz, New York.
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CHOICE materlials are available at cost through
Auxiliary Campus Enterprises, care of CHOICE,
?.0. Box 250, New Paitz, New Yoik 12561.

Training and consultant services available.
For information, contact:

Connie Gans, Pat Hoppe, Ellsa Ross, or Margaret Taylor

CHOICE
P.0. Box 250
New Paltz, New York 12561

Telephonz 914-257-21%7
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